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Thm developmehtal handbook was daslgned td assist currlculten writers 
develop the Ihstructional program frotn the objectives* In the handbook 
the various coB^onenta of the delivery system were deseribed and their 
relationship to each other eKpliiried. In particular. Instructions and 
iuggeatlons were given for the develo^ent of effective student 
Instructional, pachagee (called modules). The handbook thus provides 
guidelines for a unified approach to competency-based curriculum 
mterials. 

Student instructional modules are the core of the delivery system. 
Developed and written specifically for student use, the module presents 
the instructional objective along with the .learning activities designed 
to enable" the student to reach that ob^Jectlve* It also provides 
^evaluation devices and measures to determine when the objective has in 
fact been reached. As a vehicle for individualized instructions the 
module moves the student through a aeries of learning eKperlences and 
learned occupational cori^etencies toward final program completion and 
Job entry* While each module deals with a single competency ^or a small 
cluster of related competencies s the total group of modules constitute 
a coherent vocational programp ^ ; 

Supp o r t In g insjtr uc 1 1 on a jLjna t e r 1 a 1 s' were used by student and teacher 
while working within the modularized program* These materials support , 
the instructional module ^ provide basic subject matter contmts augment 
and enrich the programs provide alternative paths to learnings andi 
utilize varied stimuli to promote learning* Supporting materials may 
include books, reference material ^ audio and video tapes s Illustrations s. 
pamphlatSs slides and films * laboratory equipments or special supplies ; ' 
Each of these was selected .and incorporated into the program specifically 
to aid the student in completing the module successf ullys and thus 
acquiring the requisite occupational competence* 

The supporting Instructional facilities promote learning through 
laboratory activities and cognitive study. Work space and the appropriate 
environmental conditions^ are facilities needed for the laboratory 
experiences involved in the modules. In addition, the cognitive or 
knowledge component of the 'module requires that facilities be made 
available for student study. It was. proposed that learning centers may 
be set up either as areas within the classroom space, or a separate 
centers within the school. Including enough facilities to serve several 
vocational programs* The learning center will contain not only the 
supporting Instructional materials thamselvess but the necessary 
hardware such as sllde^tape viewers i :tape players , and carrel space* 

■ - " ■ ■ i V ^ ^ 

The program manageTnent system was devised to enable the teacher 
to organize the program^ manage its diay-to^day operation, maintain the 
stiident-records essential to- compatency--based education, and aid in 
efficient program administration* Because individualized, modularized , 
competency^based education is not usiially a part of -the teachers' 
experiential background, a functional! management system Is crucial to 
the installation and success of the model delivery system. "'^'^--■^.^ 



• ( 

/ , The teachetsV Instructional handbook was used as a constant referanG^ 
in the teachers* efforts to Implement the model program and promote 
Student learning* It Includes a copy of the student Instructional 
modules, a sequential list of modules for the major occupation and 
sub-'OCCupatioTis^ a listing of hardware and software required for each 
modulei^final assessment instruments, instructional notes for each of 
the modules, and details of the program management system* It can also 
suggest to the teacher alternative student learning e^iperlences , and / 
appropriate affective objectives which the teacher may seek to promote./ 

Teacher, orientation was an integral part of the model, certainly /'in 
the early,, stages oi its installation. All of the components of the' total 
delivery system were Incorporated in the orientation procedures, and the 
modes of orientation may Include readings ^ personal competency-abased 
learhing experience, and intensive workshops. 

/ ' - ■ ' . • . 

THE INDIVIDUAL _STUDY MODULE 

r 

In the- Kentucky Model for competency-based vocational education, 
instruction was modularized. A model is a set of learning activities ^ 
designed to facilitate the student's acquisition" and demonstration of a 
particular occupational competence. Organizing the Instructional program 
in module form increases the possibilities for student self^pacing and 
individual izat ion* It also promotes accurate aim toward specific 
competencies land incorporates relatively objective evaluation of 
successful performance* • 

The Instructronal module encompasses the learning of .a single 
identified objectlvjB or a small group of related, objectives that can be 
learned effectively I together* All i of the activities outlined in the, 
module were directea toward achievement of the stated object lye , and 
progress toward subsequent objectives is dependent upon ^he student's 
demonstration of the objective competence. Basically linear in 
instructional design, there is, however, provision for IndlvldualiEed 
learhing activity options and for by-passing the learning activities 
by students who have acquired the designated competence through previous 
experience* ^ 

■ The three domains of /learning were accommodated in this model of 
modularized instruction, / Most of the stated objectives included a^^ 
cognitive element and a psychomotor element, the balance and importance 
of each element varying ^with the objective. Though it may be unstated \ 
in the language of the object ive^ the cognitive knowledge of facts, \ 
theories j data, and procedures is usually essential to the successful \ 
performance of the' psychomotor task. Provision for the student to 
acquire the essential knowledge and to develop the required degree of 
skill was explicitly designed into the learning activities of the module* 
Many objectives may have either""an intrinsic or implied aff active ^elements 
though in this model the affective element did not appear in the -module 
objective statement. Opportunity for affective development is possible 
through special teachers-provided experiences and through the manipulation 
of the learning environment. . . 
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As in the model of the instructional delivery systCTi» the raodel 
for the inscructlonal module consists of a number of coraponents^ each 
supporting and contributing to the strength of the whole. Each component 
was meant \to serve a specific purpose and satisfy a pa^icular requirement 
of the competency^based vocational concept* Because they fom a 
rationally constructed framework for teaching and learnings a member 
component cannot ! be removed or subitantially modified without ieriously 
affecting the strength of the entire structure. While the indlyldual 
module was intended to be used as an instructional entity j the manned in 
which the instructional materials were packaged permits the instructor 
to. enrich the learning experiencesi update the content, and modify the 
instructional mode to meet the needs of individual learners. 

The Instructional module was to be put directly into the hands of ^ 
the sacondary or post-secondary student ^ and was meant for his qr her 
personal use* As such, the reading level, the psychological approachj-^- 
the types^of learning activities, and the evaluation techniques must be 
geared to the target student, . Real student ne^ds, motivations* and 
abilities take precedence over teaching convenience or education 
traditions. In the paragraphs that follow the particular comppnent'a of 
the model module are described , ^ 

The rationale is a brief statement to the student of what he is 
about to learn, how thlF relates to his previous learning' and to his 
future learning* It is designed^ to afford somfe motivation for the 
atudent and to emphasise the particular importance of the competence 
he is being asked to acquire. 

The performance objective , or objectives^ of the module were taken 
directly from the V--TECS catalog of objectives ; for the subject occupation^ 
without change. The performance goals were specified in rigorous detail 
in advance of learning, and the student is held accountable for attaining 
a given level of competency in performing the essential tasks of the . 
occupation, , 

Th^ learning activities were specified by the module developer and 
were organized to enable the student to achieve the module objectives. 
The activities will Include e^eriences for acquiring cognitive toowledge 
and understanding, and for skills deyelopment. Additionally, by purposeful 
selection, and judicious application, they cannot only aid student 
achievement of the stated performance objectives^ but may help promote 
the affective goals the teacher has for the student. The activity forms 
may be varied to maintain student interest and'devinad so as to be 
suitable for the expected student abilities and learning styles* The 
learning activities, while not precluding traditional 'group instruction 
or teacher=dominated modes of learnings will be largely self --instructional 
and individual. The extent and balance of indivlduai and group learning 
effort is deptendent on the needs and instructional problems of the 
particular occupational area. 
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The learning activity opt:lons satisfy several aspects of competency^* 
^ased education • One of the basic tenets of Individualized Instruction 
Is that thera are many paths to learning ^ each valid as long as it leads 
to student competence. The optional and alternative activities serve to 
meet the requirements of students' personal learning styles and identified 
needs for personal growth and development. They also provide various 
stimuli to encourage learning and maintain active interest* The learning 
activity options/may be included in the module by the module developers 
may be added to' the module by the classroom instructor^ or may even be 
devised by the student himself in his effort to achieve the objective. 

Feedback, or knowledge of results^ is an important part of the 
learning process. The Kentucky Model makes, provision for student 
feedback by including self-tests of knowledge and checklists for 
performance rating/ Thase progress checks may come during or at the 
complstion of the learning activities. Students ^oflnd that they need 
more knowledge or a higher level of skill may recycle through one or 
more of the learning activities. 

At 1 1 1 ud Inal expar lences related to the performance objectUves of 
the module may be either, group or Individual eKperieneeSs aad for the roost 
part will be created and Implemented by the classroom instructor. 
Appropriate attitudinal concerns of such experiences are student attitude 
toward work, Intemalisation of group values i personality development , 
personal expectations of the occupation ^ and human relations. 

Final assessment procedu^res are particularly crucial to the 
fulfillment of the concept of perf orMnce--based/ education. Final/ 
assessment. In the Kentucky Model was based oh the criterioa^reftrenced 
measures of the V-TECS catalog and is therefore considered an objective 
and a valid measure of ta^k competence. The Model procedures also meet 
the requirements of beirfg rigorous in detail, /specifying the level of 
performance and conditions of evaluation^ and made publi^ in advance. 

The student who has acquired the necessary skill outside of the 
modularized program may elect to demonstrate his /competence by going 
through the final assessment without complet/lng ahy or all of the 
learning activities, \ Any stude^ who is no^ completely/ successful in 
the assessment procedures may Improve, his knowledge and/or skills by 
recycling through some learning act^yities ^or selecting learning 
activity options. For all students * final acceptable -performance is 
required before the student may go on to further leadings in subsequent 

modules* See Figure 3 for the sequential, development /of the module, 

/ ' • / - 

/ ' , ■ ■■ 
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-THE KENfrUCKY MODEL- 

THE INSTRUCTIONAL MODULE - SEQUENTIAL DEVELOWEMT 



^ I 
^ I 
^ i 



RATIONALE or PURPOSE 



PERFORMANCE OBJECTIVE(S) 
[from V-TECS Catatog of Objectives] 



■ LEARNING ACTIVITIES 
KNOWLEDGE AND SKILLS 



FEEDBACK or PROGRESS CHECK 



JL 



ATTITUDINAL 0B»3ECTIVES 
and EXPERIENCES 



I 



4^ 
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LEARNING ACTIVITY 
OPTIONS 



T 
I 

I 
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SI 
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FINAL ASSESSMENT PROCEDURES 
[V-TECS Criterion-Referenced Measures] 



.TO FURTHER •LEARNINgI 



Figure 3 
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PRESENTATION AND REVISION OF THE MODEL . 



> A number of revisions and refinements were made to the prototype 
instructional module as a result of reaction and input from m^ny 
individuals arid groups. This input was the product of 24 formal 
presentations made to vocational leaders around the state in ^ich the 
model was presented and verbal discussion and written coiments were 
elicltedp Though many oft the participants were being asked to consider 
competency='based education for the first time, their reaction to the 
concepts And the materials were essentially positlvet helpful,, and 
enthusiastic s 

There was little basic resistance or objection to the theoretical 
basis of compatency'-based education* The model was. perceived as being 
well organized and thoroughly prepared ayid no fundainental deficiencies 
were revealed. The reservations and anxifeties es^ressed by the partlci-- 
pants centered to a great eKtent around management problems and student 
acceptance of CBE* The reading level of ^ the sample module was ^Jthought 
to be too high, and the .supposed reliance of tnodular materials on readin 
was. perceived to be a barrier to learning for many students . Problems 
related to classroom management , traditional school administration, and 
awarding of grades and credits were topies of concern. Doubts /were ;. 
expressed J particularly by teacher educators ^ that CBE could adequately 
provide for the affective component of education. To some teachers, . the 
notion of a program based on demonstrated competency rather than on 
accumulated time seemed to threaten their, control of the teaching 
situation* , 

All of these responses were evaluated, along with further modifica-- 
tlpns suggested by. the CpC cLaff's own rethinking of the, problem. The 
follo^ng refinements were among thost mede to„the revised modulei 

™The sentence structure and vocabulary have beep reviewed and made 
^ simpler where possible, and educatronal jargon has been largely 

eliminated. This will also be carried through to the instruction 

sheets and supporting materials* 

—The front page has been reorganised, with the Xntrdductioni 
Directions, and Objectives being placed in that more logical 
order* 

"The format for the objectives has been given greater clarity* 

"The Learning Activltlea section has been revised to permit 

optional or alternative learnini activities to be readily added 
by the instructor. . 

—The "Final Assessment'' has been retltled "Check'-Out Activities/' 
to be more understandable to students* . 
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,^ — TypographicaHyi f.he module number has been replaced fqr'eagy 
filing^ the CDC logo added, and type and symbols have %eeh 
. iomewhat reflhed and unified. 



"Other suggestloni, such as Instructions to the teacher 'for 
^ alternative activities and affective objectiveij will be 
incorporated in the teacher's handbookp 

,A\aample of the Mvised module format Is in the Handbook fur the 
Developtftent of VocatiQnal Education Modules (Appendix A)* 



FIELD TEST PLANS . , \ - \ 

The direction of the project has changed . from being one devoted to 
producing a limited project in a defined period of timtf^to being the 
formative stage of a long-term curriculum development prt^ject througliout 
thre state* This obviously changed the needs and focus of '^he field test 
procedure* , ^ \ 

1* Formative testing for the general purpose of module revision , 
and program development was the revised goal. Criteifion-^ 
referenced evaluation is the appropriate metho'd of achieving 
this goal. 

2/ /The purposes^ of field testing were tot 

y"a. Identify deficiencies in module learning activities and 
} evaluative procedures, 

b. Identify module teaching techniques and materials that prov 
" parcicularly effective. ^ 



c ^ 



Identify needs for additional mediationi 



d* Identify indlvidualized-^program management problems* ■ 

e* Determine whe t her \ module is suitable for individuali'aed 
instruction* \ 

Identify technical \ errors. 

■g. Make prelltninary saasessment of the modiile-s ef f ectivenesa ^ 
in changing student behavior* j 

hp Gather data on the time required by students to complete • 
modules p 

i. Mike preliminary estimate or'xihe module's acceptance by . 
teachers and students 5 and the need for changes. 



Continue the awareness program for GBE through the field 
test of modules* 
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3* The following general procedures were utilized i 



a. Each of the 10 modularised programs were field tested in 
at least two sites. 

bt In order to get as much Information as possible^ the lites 
and teachers to be selected were given optimal conditions 
for the Implementation and evaluation of the programs. It 
is not the intention at this stage In the module development 
process to try out the materials In a crass-section of sehools, 

c* Teachers from the module writing teams were selected to eerve 
as field-test teachers whenever appropriate- Other skilled 
teachers were also utilised. 

d, Field-test sites were constantly monitored by program 
co-^directors and project managers. They adminiitered 
evaluation Instruments , helped solve insiiructlonal problems ^ 
and observed the work of the class. 

e, \Teachers\and students were asked to coinplete evaluation 

inBtrumerits on Individual modules as well as the total CBE 
program* \ ^ 

f , Input from the field test of the e^erlmiintal edition of the 
modules wer4 utilized for module revision. No program was 
adjudged nonVf unction solely on tie basisi of the field test 
or the react ipn of an individual teacher, 

\ ■ ' ^ ^ 

g, The. Initial field test began In the fall semiSBter, 1975. ^ 

The length of tf^e field test varied accoirding to the type 

of program and the number of instructional modules available, 

FIELD TEST jFORMS . ' 

To gather information relating to the field test three basic forme 
were developed to include (1) Competency Bvaluatlon aiid Completion Recordj 
(2) Module Evaluation Form, and (3) Field Test Observation Rfecord, The 
competency evaluation form was used by the teachers in the field test 
situations'', as a record of the completion rate, level, and time relating 
to each objective by each student. The module evaluation form was used 
by the field test teachers to evaluate eacfr individual module* One form 
was completed by each field test teacher for ^ach module completed. The 
field teat observation Jrecord-waa used by project monitor personnels _ ... 
as they visited the field teat sites. Each ^imft a visit wag made an 
observation form was completed rela.ting to the visit. (See Appendix B 
for examples of the forms*) 
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FIELD JEST RESULTS 



A summary of the results will be presented based on an analyali of 
the forms cdmpleted. The actual evaluation of the data and the reported 
results will he highly subjective since no controlled experimental design 
was conducted* The results are as follows' . 

.1, The format of the module to Include Introductlonp directions, 
object Ives i learning activities, and check-out activities in a 
folder type package Is well liked and usable by students and 
teachers. - - 

2. The introduction to the module la very helpful but needs to be 
kept very briefs . 

3, The objectives based on the V-TEGS catalogs are in most 
instances well written and easy to understand, 

4* The learning activities are geared too much to reading especially 
for those students with poor readlrtg skills - 

5* More, slide/tapes^ cassettes, and other media shpu.ld be included 
in the learning activities* 

6* The student self-'Checks ape helpful to students especially in 
terms of reinforcement. Students had difficulty however in 
completing the self^check, then looking at the answers* In many " 
instances the reverse was true* 

7. The Instructor's final checklist .was very helpful to the teacher, 
and it insured that the Instructor evaluated those aripects most 

- important , ' = * 

8. The majority of the students liked working on the modules* 

9* Teachers perceived the modules as an improvement and enjoyed usLlrig 
them. 

10* The maKimum number of objectives that should be Included in a 

module In most cases Is three or less, ^en the number eKceeds 
three the module completion time Is too long and student boredom 
results due to lack of reinforcement* 

11* The time for compilation of a particular occupational area using 
the modules is about the same as the time needed in regular 
programs* In some instances completion time with modules may 
be less* 

12* The majority of the students check-'OUt on the module during the 
first attempt* A limited nuinber had to .^e recycled through the 
modules * _ _ 
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13, The a^QUnt of teacher effort required ueing^the isodularlzed 

approach was increased. However, the rewards from teaching were 
percei^red as being greater , 

Further research is planned during the demonstration and diffusion 
phasaa of the ourriculum developnient process. The focus at that time will 
be on construct validity, determined by empirieal means* A process"- 
product study will be designed to measure and compare the occupational 
performance of module'-using students with students from classes using 
traditional group instruction in a titne-based program* Such studies call 
for elaborate control techniques and sophisticated statistical analysis ^ 
beyond the scope of the present project. ^Xpngitudlnal studies of 
vocational students on the Job would also be helpful- To subject the 
unrefined experimental edition of the modules to process^product \ 
eKperimental design would be futile in terms of obtaining usable results, 
and unfair in terms of assessing the potential contribution of CBE to 
vocational education. ! 

Figure 4 gives a summary of the CBE Model design and developmental 
procedure that was followed. y . 

In an attempt to meet the three objectives of the project and : 
implement the competency^based curriculum concept in Kentucky, the' 

following things have been donei . 

' -. ■■ ' ~^ // ' . 

1. Developed Domain Study, Stata-of-the-Art ^" Task Booklet i' Field 
Review Catalog, and Final Catalog of Objectives and Criterion-^ 
Referenced Measures ±ni 

a. Carpentry ' ^ 
b* Bank Teller 

c. . Child Care Worker 

d. Tractor Mechanic 
e- Caihier^Checker 
f . Dental Auxiliary 

"2. Developed four Handbooks 

Development of Kentucky ' a Model for Individualized Modules 
Development of Vdcatlonal Education Modules j' ; ' - 

Development of the Instructor 's-. Manual / " - / 

Management Handbook (CDC Working Document) / 

3* Prepared a Slide^Tape Presentation for curriculum writers and 
teachers to use as a basis for developing slides and = tapes to ^ 
supplement the modules. In addition^ . approKimately 700 
illustrations have been prepared to support the written materials. 
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(Sea Appendix A) 



a. 
b. 
c. 
d. 



CBE MODULE DESIGN AND DEVELOPMENT 



i Occupational 
B Comp6tanci8s ^ 


M Performance Objectlvis 
- - and Criterion-Referenced 


1 Objectives 
-r -n-r M Organ lEsd 


1 Idtntifled 


1 Measures Developed 


1 Into Program 






Field Test 

of Experimental 

Edition 




Figure 4 
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4* Conducted an elght^week workshop (See Appendix C) to develop 
individualized modules in ten vocational areas i 



a. 


Carpenter 


b. 


Bank Teller 




Child Care Worker 


d. 


Tractor Mechanic 


e * 


; Cashier-Checker 


f . 


Dental Auxiliary 




' Stenographer 




Machinist 


i. 


Auto Body Repairman 




Food Preparation Worker 



During this project approKimately 500 modules were completed. 
(See Appendix D for samples of modules.) This effort has 
involved the hard work and copperation of many people I 

a. ^ 55 vocational teachers and technical speelalists 

b. CDC specialists . 

c* FDD program supervisors - ,/ ' 

d. Teacher educators 

e* People from business and industry 

5. Consultative services, workshops ar^d Inservlce training were 
provided to local school districts s area vocational schools and 
institutions of higher learning. 

6, Field tested the modules developed in twenty schools in Kentucky 



^Dr. Xenneth Carter , Northern Kentucky State College s was responsible 
for developing materials in this area* 
**Dr, Paul Lyons , Murray State University, was reGponsible for 
developing materials in this area* 
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«"MftfortMeyelopHtidW1yeryofthe^ 
ra«"fra itatificatioo of iocitat mkr tasks to 
stydeetoccypatioMlcompetinci, opposed to a collectioyf 

appniacNachcoipoMtsypports the others, an^^ : 



wd 111 content bitliereqyirwnts of otte, Ullofthe 

ltosM.i»^ are derived 

^™'^^"^''»3^^f^^^J«teWope^bythefaiopaN 
EWion-oiisortw of States (TO 

d^^tly related to tMasbttolncoientrterspirfOT 
job. ^'^^^^mmmmmimmBl^miwfm' 

strong researcyased linear relatisH^^orbrtatl^^ 

Urated stydent perforfflance is co^sidirsJ to be one of tte powers of 

ttietentycl:y Idel, 

writers develop tMnstryc' onal program froi the objectives, In 
tlietadbool the various m^m of tbe del Ivery system are 






descHbed ind their relatiofisiijp to aacti otto e)(plaifiid, Ir \ 
particylif, instructioos and lygpstiofis are given for the deyalDpinefit 
of effective stydint initfyctiofiai pickigis (cilled rtoles). The 
handbook thys prDvides guidellni^ for a yniflid ipproieh to copteney= 
baiad cyrricyiyfuiteriils. 

Stydifit tostryctiDfial igdyles m tk core of ttie delivery' systefii. 
Developed and, written specifically for stodent yse, the ffdule ^rmii 
the inEtryctional .objective along with the lmin§ activities deslgoed 
to efiabie the.stydent to reach that objectivi. It also provides evalya- 
tiofi devices and measures to determne when the objectivi has in fact 
ta reached, k a vehicle for individyaliied instryctionj the moduli 
iovi^ the stydent throygh a series of learning experiences and learned' 
occypational competencies toird final prografp coipletiofi and job entry, 
jhile each lodyle deals with a single coipetificy or J sill clyster of 
related coinpetencieSj the total groyp of fnodyles coostitytt a cohirefit 
vocational progri, 

, Sporting instrycti onal iaterials are used by stydent and ! 
teacher while worHng withifi the ipodylarized program. These mtmih 
sypport the instryctional modyle, provide basic sybject matter content, 
augint and enrich the program, provide alterfiative paths to learning, 
ifid utilize varied stimyll to promta learning Supporting laterials 
iy include books , reference iteriah aydio and vito tapiSj illys' 
trations, pafiiphiets, slides and filis, laboratory e^uipfnentj or 
special syppliai. Each of these is selected and incorporated into 
the program specifically to aid the student in completing the modyle' 
Kissfully, thus acquirifig the regyisite occupational coinpetence:"-- 



Including enough 
The 1 garni ng center 



. The supporting Instructional faclHH^ promote learning through 
laboratory activities and cognitive study. Work space and the 
appropriate environmental conditions are facilities needed for' the 
laboratory experiences involved in the modules. In' addition, the 
cognitive or knowledge component of the module requires that facili- 
ties be made available for student study. It 1^ proposed ^Sat ^ ' 
learning centers may be set up either as areas v^ithin the classroom 
space or as separate centers within the school, 
facilities to serve several vocational programs. 

^win contain not only the supporting instruciiinal materials themselves 
but also the necessary hardware such as slide-taU.viewers, tape 
players, and carrel space. 

The program management system Is devised to enable the.teacher 
to organize the program, manage Its day^to^day operation, maintain 
the studen^records essential to competency^ based education, and aid 
in efficient program administration. Because individualized, modu^ 
larlzed, competency-based.aducation is not ;usuany a part of the . " 
teacher's experiential background, a functional management system is 
crucial to the installatipn and success of the model delivery system. 

The teacher's instructlnn^i h.^Hh.^p [^^^^ ^ constant ' 
reference in the teacher's efforts to implement themodel program and 
promote student learning. It Includes a copy of the student instruc- 
tional modules, a .seqiientian 1st of modules for the major occupation 
and sub-occupations; l^.rping of hardware and software required for 
ch module, fTnal asses^^t instruments , instructional notes for-r- 

• " : : ' N : : • \ 



each of the modules,, and details of the program managemerft system. It 
can alio suggest to the teacher alternative student learning experi- 
ences, and appropriate affective objectives which the teacher may seek 
to promote. 

Teacher orientation Is an Integral part of the model, certainly 
in the early stages of Its Installation. All of the comRpnents of 
the total delivery system are Incorporated 1n the orientation procedure 
and the modes of orientation may include readings, personal competency- 
based learning experience, and Intensive workshops. 
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The Individual study Module^ 

In the Kentucky Model for competency-based vocational education, 
instruction Is modularized. A module Is a set of learning activities 
designed to. facilitate the student's acquisition and demonkratlon of 
a particular occupational competence. Organizing the Instructional 
Program In module form increases the^osslbllitles for student self - 
pacing and individualization. It also promotes accurate aim toward 
specific competencies and incorporates relatively objective evaluation 
of successful performance. 

The Instructional module encompasses the learning of a single 
1dent,1f1ed objective or a small group of related objectives 'that can 
be learried effectively together. All of the activities outlined in 
the module are directed toward achievement of the stated objective, 
and progress toward subsequent objectives Is dependent upon the 
student's demonstration of the objective competence.' Basically linear 
In Instructional: design, there is, however, provision for Individualized 
learning activity options and, for by-passing the learning activities 
by students who have acquired the designated competence through previous 
experience. 

The three domaips of learning are accommodated in this model of 
modularized Instruction. Most of the stated objectives will include a 
cognitive element and a psychomoter element, the balance, and Importance 
of each element varying with the.objectlve. Though It may be unstated 
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- in the language jof the objective, the cognitive knowledge of facts, 

t^orles, dati. ind Rrocedures Is usually essential to |the successful 
^rformance of tiie psychomoter task^ Provision for the student to 
acquire the ess|ht1al knowledge and to develop the required degree of 
skin Is explicitly designed jrito the learning activities of the irodul 
^ Many objectf(^es may have either an Intrinsic or impliey affective! 
elenient,^fhough In this piodel the affective element wl'll not appear In 
the rnodgle objective statement. Opportunity for affective developfflent 
is possible through special teacher-provided experiences and through 
■ the manipulation of the learning .environment. i 

As in the model of the Instructional delivery system, the model 
for the instructional module consists of a number of componentsV each 
supporting and contributing to the strength of the whole.. Each 
component is meant to serve a specific purpose and satisfy a particular 
requirement of the competency-based vocational concept. Because they 
form a rationally constructed framework for teaching and learning, a 
member component cannot be removed or substantially modified without 
seriously affecting the strength of the entire structure. While the 
individual module is intended to be used as an instructional entity, ; 
the manner in which the instructional materials are packaged permfts 
the instructor to enrich the Team Ing experiences, update the content, 
and modify the instructional mode to meet the needs of individual 
learners. 

The instructional module is to be put directly into the hands of 
the secondary or post-secondary student, and Is meant.for his or her 
personal use. As such, the reading level , the psychological approach. 



; the types of learning activities, and the evaluation techniques must 
be geared to the target student. Rear student needs, motivations, and 
abilities take precedence oyer teaching convenience or education 
traditions. In the paragraphs that follow, the particular components' 
of the model module are described.' 

The rationale, 1s a brief statement to the student of what he is 
about to learn, how this relates to his previous learning and to his 
future learning. It Is designed to afford some motivation for the 
student and to emphasize the particular importance of the competence 
he is being asked to acquire, '■ ' 

The performance ob,1ect1vp. or objectives, of the module are taken 
directly from the V-TECS catalog of objectives for the subject occupa- 
tion, wlthout^change. . The performance goals are specified In rigorous 
detail In advUce of learning, and the student is held accountable 
for attaining a g'l^en.level of competency in performing the essential 
Aasks of the occupation. 

The learning activities are specified by the module developer 
and are organized to enable the student to achieve the 'module objectives 
The ac^vi ties will include experiences for acquiring cognitive 
knowledge and understanding and for skills development. Additionally, 
by purposeful selection and judicious application, they can not only 
aid student achievement of the stated performance objectives, but may 
help promote the affective goals the teacher'has for the student. The 
forms of the activities may be varied to maintain student interest and 
devisod so ds to bp suitable for the oxpectpd studrnt abilities and / 
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learning styles. The learning activities, while not precluding ' 
traditional group Instruction or teacher-dominated modes of lea 
will be largely self-lnstructlona'i and Individual . The extent and. 
balance of Individual and group learning effort 1s dependent on the 
needs and. Instructional problems of the particular occupational area. 

The learning activity options satisfy several aspects of- 
competency-based education. Ohe^of the basic tenets^bf ,1ntf1v1dual1zed 
Instruction Is that there are many paths to learning, each valid as 
long as it Teads to student competence. The optional and alternative 
activities serve to meet the requirements of Students' personal 
learning styles and Identified needs for personal growth and develop- 
ment. They also provide varied stimuli to encourage learning and 
maintain active interest. The learning activity options may be 
.Included in the module by the module developer, may be added to the 
module by the classroom instructor, or may even be devised by the 
student himself in his effort to achieve the objective. 

Feedback , or knowledge of results. Is an important part of the 
'■ ' learning process. The Kentucky Model makes provision for student 
feedback by Including self-tests of knowledge and checklists for 
performance rating. These progress checks may come during or at 
the completion of the learning activities. Students who find that 
they need more knowledge or a higher level of skill may recycle through 
one or more of the learning activities. 

Attitu dinal experiences related to the performance objectives of 
tfie modulR may be either group or indi'vidual experiences and, for the 
... most part, will . be, created and implemented by the classroom instructor. 

' ■ ■ ■ • ^' ' . 
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Appropriate attltudlnal concerns of such sxpeHences are student 
attitude toward work, Internal liatlon of group values, personaHty 
development, personaV expectations of the occupation, and human 
relations. , 

_ assessment procedures are particularly crucial to the 

fulfillment of the concept of conipetency-based education. Final 
assessments of competence In the Kentucky Model are based on the 
criterion-referenced, measures of the V-TECS catalogs and are, 
therefore,, considered objective and valid measures of task competenc 
The Model procedures also meet the requirements of being rigorous In 
detail , specifying the level of performance and conditions of 
evaluation, and made public in advance. 

The student who has acquired the necessary skill outside of the 
modularized program may elect to demonstrate 'his competence by going 
through the final assessment without completing any or all of the 
learning activities. Any student who is not completely successful 
in the assessmerrt procedures may iniprpve his knowledge and/or skills 
by recycring through some learning activities or selecting learning 
activity options. For all stutients, final acceptable performance is 
required before the student may go on' to further learnings in 
subsequent modules. 
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-THE KEIWUCKY MODEL- 

THE . INSTRUCTIONAL MODULE -- SEQUENTIAL DimOPMENT 
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Presentation and Revision of the A/I^I 

, A number of revisions and r^inements ,wtre made to the prototype 
Instructional module as a\ result of reaction and Input from many 
Individuals and groups. This. Input was the product of 24 formal 
presentations made to vocational leaders around the state In which 
the model was presented and verbal discussion and written coiments 
elicited. Though many of the participants were being asked to • 
consider competency-based education for the first time, their reactldn 
to the concepts and the materials were essentlany positive, helpful, : 
and enthusiastic- 

There was little basic resistance or objection to the theoretical 
basis of competency-based ecucatlon. The model was perceived as being 
■'Well organized and thoroughly prepared, and no fundamental deficiencies 
were -revealed. The reservations and anxieties expressed by the 
participants centered ^to a great extent around management problems and 
student acceptance of CBE. The reading level of the sample module was 
thou^ to be too high, and the supposed reliance of modular materials 
on readlrig was perceived to be a barrier to learning for many students. 
Problems related to classroom management, tradltlonaV school 
administration, and awarding of grades and credits were topics of 
concern. Doubts were expressed, particularly by teacher educators. • 
that CBE could adequately provide for the affective component of 
education. To some teachers, the notton of a program based on 



demonstrated cornpeten^a^er than on «ccumu1at.d.t1me stimed to 
threaten their control oKthe teaching lltuati on, ' ■ 

. All of these response^^re evaluated, along ^Ith further modifl^ 
cations suggested by the CDC Raff 's own rethinking of^the problen,. 
The following refinements were kng^ose pde to the raised moduU: 

structure and \ocabulary have been revle^^^^^^ 
1nsfruftfJ^1S|^fhn?;Sp?lJ{^-J^ *° 

*SfreSlSns^1nd''nM^-M re^anlzed; with the Introduction, 
ordir! ' Objectives being placed In that more logical 

oThe format for the objectives has been given greater clarl^. 
*I5f^'-"r"^"9 Activities section has been revised to Dennlt 
»?J.?KelSS^^.^^-^^ ^ 

mrSlJell^SdSgfe^S^^ 

*ia?y'f?flnf 'th^ cnr f ^"^^""jber has been re=placed for 

fOther suggestions, such as Instructions to the teacher for 
alternative activities and affective objectives wilf bl 
incorporated In the, teacher's handbook.- 

*IffprHrf'lH^ concerns relating to management problems and to 
lona education In competency-based, education will ?eLlre 
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. " Sample Prototype Module 

The sample module appended to this report Incorporates the 
: componBHts required for Instruction 1n all the proposed vocational 
programs of instruction. The front cover provides Inforiiiatl on on the 
program name, module title and number, and the objective numbers 
(from the V-TECS catalog). It also gives the student a brief 
introduction to the topic and directions for completing the module. 
The performance objectives are stated fuTly for the student. 

The second page 1s reserved for a sequential list of the learning 
activities designed to help the student achieve the objectives. There 
may be several activities, or only one or two. The activities may be 
knowledge-based, skills-T)ased, or^^b^^. there is provision for the 
instructor to modify the activities to suit the needs of his students 
by inserting alternative readings, projects ^ or exercises. Student 
self-checks and the final evaluation are Included in the appropriate 
sequence. 

The Inside pocket 1s designed to hold any written materials needed 
to complete the learning activities. This may include information 
sheets, instruction sheets, project sheets, student self-checks, and 
the final assessment form. The loose form allows these materials to 
be revised and updated easily. It also permits the instructor to 
augment and enrich the learning. activities and to add or substitute 
situation-specific materials designed to fulfill the individual needs/ 
of students . 



The Check-out Activities descflbed on ^He back, cover are those 
perfcrmances the student must satisfactorily complete InTrder to be 
considemd as having demonstrated the competency on which the module 
^1s based. In most cases theteacher will evaluate the performance on 
tri.i lusls of criteria listed In the Final Checklist, a, copy ofwhich 
wfT? iippear fn the materials, pocket.. Thus the student and teacher 
knc^< and agree to In advance the performance required and the bases 
on i; fch the student's competence will be assessed. 



/ 
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' Examples of the Directions i 

[BANK TELLER] 

Before you start, to worK on thi s mo^ ydu have 

completed Module BT-IZ, "Using the Adding Machine," and! 
Module BT-15,' "Making put Cash Tickets." ■ ' 

/ 

If you have comp^ttid these modules ^ read the three 
objectives below/ If you think that you are already able 
to perform .thfse tasks, read the Check-Out Activities on 
the back, cover. Then either arrange with your- Instructor 
about doing the Check-put Activities, 

■ j^" ' ■■ or ■ ; : ■ 

If ybu need to complete learning activities In order to 
br%ble to* do the taskSp turn to.p* 2 and go through the 
.Cearning Activities In the order given. 



[COSMETOLOGY] 

.In order to complete this module you vill need a customer 
on whom to practice. You may ask a classmate or an outside 
adult to take the^ role of the customer, . . 

Read the objective below.* If you think that you are already 
able to perform this task, read the Check-Out Activities on 
the back cover; Then either arrang. with your instructor 
about doing the Check-Out Activities, 

or : ^ 

If you need to complete learning activities 1n order to be 
able to do the tasks, turn to p, .2 and go through the 
Learning Activities 1n the order given. 




Objectives 

There may be just one objective for the module, or there may be 
several. It 1s npt the responsibility of the module writer to select 
the objectives but simply to verify that the given objectives ar^ the 
correct ones for the module. 

The objectives are to appear 1n the module in exactly the same 
form as they are state^ 1n the V-TECS Catalog of Objectives and 
Criterion-Referenced Measures. Do not reword or reorganize them In 
any way. If a typographical or other error 1s suspected, the appro- 
priate curriculum specialist shoul-d be consulted. Do not include the 
reference numbers from the V-TECS catalog. : 

If there are several objectives Included 1n the module and they 
need to be put Into a sequence, organ/ze them on the basis of a chain 
of competencies; i.e., if the student needs to have accompl 1 shed, one 
skin before he can be expected 'to/ accomplish another, place the • 
objectives in that order. If there is more than one objective, 
number each one in its correct order. 
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Examples of Oblectives 



[BANK, TELLER] 



(1) Given a display of three checks with endorsements examine 
each check and choose the one that 1s acceptable^for cashing. 



(2) Given a^teller's window prepared for cashing checks and a teller-s 
stamp, cash a single check. All Hems on the Instructor's check-; 
list should be performed acceptably, 

(3) Given a teller's window prepared for cashing checks, a teller's 
stamp, and an adding machine, cash a batch of checks* All items 
on the jnstructor's checklist should be performed acceptably. 



Ccashier-cHecker] 




(1) Provided merchandise^ a price 11st^|nd. ^rice-marking tools and 
supplies 5 correctly price-mark all ^f * the items so that when 
completed all of the prices wil^ ag^e with those on the price 



list and all of the marked prices can ;be read, 
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Learning Activities * / 

In many ways tbe Learning Activities^' section is the core of an 
Instructional module. It translates the expected goals of the written 
objective Into learning that results^in real behavior change on the 
part of the student. The Learning /Activities section tells the student 
just what he will need to do to achieve the objectives and master-tne 
necessary sk^'Us. It pFesentS the actiyjtjesjn-^^ery concise manner, 
and in an ordered sequence, dire'cting the student to'varlous specific 
resources, or asking him to engage in certain laboratory experiences. 
If the learning activities are well thought out and clearly stated, the 
student should be able to proceed through them with little or no 
management from the instructor. If the activities are carefully selected, 
the student will learn and will be able to perform the competencies 
Involved in the module. 

When instruction is modularized, Individualized, and performance- 
based, the instructor's role^'and function change considerably. The 
instructor will not function very much as a lecturer, a discussion 
leader, or a presenter of classroom demonstrations. He or she will be 
more of a resource person, making learning diagnoses, giving pXescrip- 
tlons , providing assistance, asking questions, and making evaly.ktions . 
Thus, the learning activities will not by-pass the instructor or turn- 
the program into a kind of 1n-school correspondence course, but will 
utilize the instructor in a more efficient way in order to gain the 
most from his proYessional knowledge and expertise. 

It is essential that the selected learning activities be designed 
to lead directly to the specified competencies of the module. They should 



include everything a student needs to know or be able to do' to reach the 
bbjactlve. It will not be assumed that the student will somehow fill In 
the gaps by asking around, watching somebody else, or making some good ■ 
guesses. If he needl certain .Information, he will be told how to get It. 
If he needs to develop a physical skill, he' will be shown the skill and 
be given the opportunity to practice until he has perfected his perfor- 
mance. If he Is to produce something, he will be told what he 1s to 
produce and how to go about It. ■ 
At the same time the learning activities must not Include extraneous 
matter and must not give students an assignment with the vague Idea that 
somehow it will do them good. The readings should be directly to the 
point, the labordtory assignments carefully limited to what the' student 
must be able to do, and the practice exercises should concentrate on the 
requisite skills. As the learn-Jng activities are devised, they will have 
to be constantly checked against the performance, objectives to make sure 
they lead directly to student competence and the achievement of the 
objectives. • 

Most instructional modules in vocational education w.i 11 include a 
knowledge component and a skills component in some form. Depending on 
the occupatlbnal service area and the learning strategy involved, most 
learning sequences will begin with experiences designed to increase 
awareness and provide the necessary foundational knowledge. This 
knowledge (or cognitive) component will include knowledge of terminology, 
facts, data, and other information related to the competency. 

The next activity (or several activities) will present the stude^nt 
with the skills Involved, and will provido opportunity tn pr«irtice t}\e 
skills at different levels of complexity and difficulty. The first 



practice may be isoUted and simpla (for eKarnpTe: "Practice fusing the 
hand wood-plane on a scrap piece of wood until you achieve a' sniooth 
straight cut and a continuous chl p. ")^ater practice may require more 
complex use of the skill under more demanding conditions (for example: 
"Plane all six sides of a board, keeping each square with the other , and 
within specified dimensions")- 

The final learning activities should provide experience as close to 
the real world and the criteria of the performance objective as possible 
The balance of knowledge and skills performance will depend greatly on 
the subject matter content. The electronics student who is learning to 
deal with Ohm's Law will need to develop a great deal of knowledge of 
terminology, abstract concepts , and theoretical understanding, while the 
cdmputatlonal skills involved may offer little that is new to him. When 
he is completing a module on soft-sol dering, however, the amount of new 
factual knowledge may be fairly minimal, but perfecting the skill of 
soldering under a variety of conditions may take a considerable amount 
of time and practice. The amount of stress to be placed on the ac^^'s1» 
tion of knowledge and the relative proportion devoted to performajWe ^of 
skills must be compared to the objective of the module and kept under 
strict control . 

The last learning activity listed in the module will always be: 

ARRANGE with your instructor to complete this module by going 
through the CHECK-OUT ACTIVITIES listed on the back cover. 

Frequently instructors (and module writers) fall Into a pattern of 
using only^two or three kinds of learning activities In their instruc- 
tional strategies. They are familiar with these few tactics , know that 
they usually work, and feel comfortable with them. The students, however 
may well suffer from learning activities that are unsuitable for them, 
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lack variety of mental or physical challenge, or are just plain boring, ' 
Learning can be increased by varying the stimuli. In these modules, 
attempt to utilize a wide variety of learning activities to suit a 
.uange of learning styles and personal student interests. 

It is very Important that'the number of learning activities included 
in any one module be limited to those essential to student learning of 
the competency. Activities thought to be enriching or included just 
because they might be "good experience" must be omitted. Keep the 
activities short so that the student can learn the material in a 
reasonable length of time. A module devoted to a limited skill may have 
only two or three learning activities, A module dealing with very complex 
skills or broad knowledge might have as many as eight or even ten learning 
activities^ but this should be considered as the maximum. 
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SUG GESTIONS FOR LEARNING ACTIVITIES 



The following section describes a number of kinds of learning 
activities that are suitable for use 1n individualized Instructional 
modules. Some specific examples are also given. These suggestions are 
not meant to be all-1nclus1vei but are presented to stimulate the module 
writers' own creative thinking. 



1, Readings from textbooks of shorts relevant sections dealing 
specificany with the knowledge required to reach the objective. 
This may be a single reference or may be given .ai^-alternatlve 
references from different books, 

2, Examination or data-gathering from standard reference books of the 
vocational field (e.g.t Machinery Handbook , Graphic Standards , or 

; Reference Manual for Office Personnel ). 

3, Completion of a section of a programmed text or other programmed 
material . ' 

4, Reading of special materials available. in the school library (e,g-, 
books 5 encyclopedia articles^ periodical article!* from bound volumes, 
etc,)* 

5, Solving of practice problems in the skills component (computational 
problems, exercises, etc . ). 

6, Viewing or listening to individualized audio or audio-visual material 
(e.g, / slide-tapes, audio tapes, film strips, illustrations, models 
mock-ups • ) 

7, Observing or operating models , mock-ups or dummy set-ups to gain 
understandlTigs of mechanisms or operating controls (e,g,i plastic 
mock PBX board, rotary engine, set-up of electrical circuit, practice 
key board, ) 

// ' 

8, Role-playing of performance in a simulated situation. Students may 
take the principal role of the practitioner or the participating role 
of the customer, the assistant, the audience, etc.^ These should be . 
final learning activities. 

9, Real "life performances , where the students function for short periods 
of time under controlled conditions in an actual work situation, or 

a situation very close to real (e.g., conducting a story=read1ng 
time at a child-care center, setting up equipment in a surveying 
team). These also should be final learning activities. 
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Id. Observing the ski'lled vocational worker in a real work situation. 
This should be done with specific goals in mind, usually with some 
form of guide, observation Instrument, or report form to give 
structure and point to the observation period. , 

n. Videotaping of student perfonnance , to be viewed and used by the 
student to evaluate and improve his performance. 

12. Sirmilation experiences , Whera a student goes through a "dry run" 
of the perfonnance with the conditions control led and consequences 
minimized. "Case Studies" In which students write their reactions 
and responses to the given situation are also considered simulation 
experiences (e.g., working with dummy patient In health carej a 
model, head In cosmetology; disassembling and assembling a non- 
functioning aircraft engine). 

13. Small -group experiences , when students at closely related points of 
achievement can get together to discuss, plan, or evaluate their 
work (e.g.; discuss results of observation, plan for role-playing 
sessions, evaluate the instructional, value of their activities). 

14. Instructor demonstration of an operation. There may. be instruc- 
tional situations in which the only solution is for the Instructor / 
to personally, perform the operation and describe it as students 
observe. Usually this will need. to be on an Individual basis, but , 
sometimes may be possible for small groups or even the total group. 

15. Gu est speakers or outside experts. These classroom experiences may 
be listed in an appropriate module and may be scheduled by the 
teacher at a time when many students are ready for the^experience. 
Usually the nature of the topic is such that the whole group can 
benefit, even though they may not be at that exact point in their 
learning . 

16. Production or construction of projects or services. ' These must 
directly contribute to the objective and therefore -must be carefully 

. designed and assigned, be of limited scope, and require a limited 
amount of time (e.g., do a complete manicure on a fellow student; 
construct a W truss; make working drawings of a floating footing; 
make a skirt with zipper; decorate a cake with icing). 

17 Proble m-solving activities. Some objectives may require solving y 
the problem involved In given situations. These may be relatively 
short experiences (e.g. .prepare a luncheon menu for a particular 
. group) or quite long-term Jobs (e.g., design a vacation cottage for 
a family of four in a mountain setting). It is very important in 
problem-solving activities that the student is^known to .possess the 
requisite skins, that he has access to the information necessary to 

\ solve the problem, and that the problum not go beyond the performance 

\ objective. 
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18* Skin s_ practice exercises . Some skilTtd operations may require 
that the student not only be able to perform them correctly oncei. 
/ but require that the student be abla to do them smoothly and 
flawlessly every time. Learning activities may therefore specify 
practice periods in terms of time, number of repeated experiences , 
or quantfty of production (e.g., make welds without a rod for two 
hours; produce ten perfect button holes, take dictation in short- 
hand)* ^ ; ■ 

19* Memoriiation, The performance objective may require or suggest 
that the student can best function if he has committed some 
information to memory. This 1s a legitimate Tearntrtg"^^^^^ 
(eg* I memoriie the table of metric measures, memorize the Gregg 
characters, memorize the fomula for lathe speeds, memorize a 
Jist of technical terms) - 

20, Collecting activities'. Some performance objectives may be reached 
by asking students to gather, and collect real objects so as to 
become familiar with their characteristics, the variety aval labia , 
the settings in which they may be found (e.g., make a collection of 
metal fasteners, building materials, local lawn weeds, children's 
street games, newspaper classified ads)\ 

- ' ■ . ] 

21, Scaled-down performance . If the real performance is large in. 
physical size, complex because of the number of participants, or 
consumes a quantity of expensive materials, a limited performance 
or a scaled-down situation may give the student a better chance of 
gainjng confidence or success and may be more instructional ly 
effid^ient arjd practical. (Examples of scaled-doWn experiences are: 
teach'an outdoor game to two children, construct a scale model of 

a built-up roof construction, lay out an irrigation system on a 
land contour model , build a corner of a block wall .) 

22* Reading of the Information Sheets specifically prepared for the 
module. These will be concise statements of very relevant informa- 
tion that is geared to the student's level and available from no 
other convenient source. 

23, Performing experiments In the Taboratory, Assign the student 
specific experiments to perform with specified equipment and , 
processes, observe the results, and report or utilize the results 
in some form, 

24, Writing of technical reports, reactions to case studies, reports 
for class discussipn, etc. This activity may be particularly 
valuable in the technical areas, 

25, Preparing visual materials . Gather /information and produce 
diagrams, schematic'drawlngs, charts; graphs, topographic maps, 
contour maps, graphic solutions , structural drawings, stylinq 
illustrations i layoutSj design sketches. Activities of this type 
are usually interesting to students, add variety to the learning 
experience, and tend to reinforce learning, 
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26. Planning experiences . Performance objictives may require that 
' the student learn how to plan the job or operation. Planning 

may Include selecting or designing the job, developing a sequence 
of procedures, figuring materials and costs, noting checkpoints 
and safety cautionSi devising evaluation standards, 

27. Critique or evaluattpn experiences. In these, the student 1s 
asked to rate or evaluate an example of a finished product or 
service* or make a critical analysis of a performance of a 
specified skill* The object of the evaluation may be a sample 
product, the work of a fellow student, the student's own work, a 

^ film or videotape of a performance. The final result may be a 
rating sheet I written report, or oral report. 

28. CQQperatlve student experiences * Though instruction may be 
inclivlduarized .there are situations when two or more students may 
work together in a learning experience. Many occupational tasks 
involve teamwork, and it is proper for the learning activities to 
incorporate this. Activities that involve heavy lifting, cooper- 
ative production techniques, worker Interaction, or where a team 
approach is used in the occupation are places where cooperative 
student experiences are applicable. 
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REC0W1ENDATI0NS ABOUT LEARNING ACTIVITIES 



m Readings must be directly related to object1ve--the writer should 
not require the reading of a whole chapter just because It would 
be good to know, when a page or two Is all that Is really necessary, 

# Viewing motion picture films on an Individual-student basis 1s 
usually not feasible because of the difficulties of getting the film, 
projectort viewing room arranged. The use of overhead transparencies 
may still be helpful in some situations, especially If good ones are 
already aval Table. The equipment is not difficult to use. 

^ The instructor must not.be overused in the routines of learning 
experiences s but released for his or her functions of assisting, 
helping students overcome l^nrnlng difficulties, and evaluation. 
(e*g.. Do not use Instructor in routine role-playings for additional 
assignments or information. In practice exercises. ) 

0 Observation exptrlencis should be^dipectly pointed toward the perfor- 
mance objective and not undertaken slmpTy. in the hope that somehow 
the experience will Increase Tearning, Observation time must be 
reasonably short* Arranging for observation must notbe embarrassing 
or difficult for, the students or time consuming for the teacher* 

a In individualized instruction, teacher demonstrations will need to be 
strictly limited. It is unrealistic and Inefficient to expect that 
the teacher will be able to present elaborate demonstrations to each 
student individually as needed. Group demonstrations are not likely 
to take place at a time when all students will be ready to learn 
from them, except perhaps 1n the early stages of a course* "Mini- 
Demonstrations,'' taking Just a minute or two to complete, may be a 
practical device. 

# Every vocational teacher should be concerned with the improvement 
of student communication skills, but in most vocational areas the 
success in the program should not depend on the student's ability 
to read at a high level or write skillfully. Most learning activ- 
ities, therefore, should not require high level communication skills, 
and the evaluations should not be based on the student's ability to 
write effectively. Of course, if the program performance objectives 
specify a certain verbal ability, the learning activities can be 
expected to reflect this. 

^ The learning activity assignments as listed on p. 2 of the module 
should consist of short and concise statements such as are shown in 
the examples* If there are learning activities that require long 
instructions or suggestions (for example, an obseryation experience), 
these should be fully explained In an instruction sheet that will 
appear in the Special Learning Materials pocket* The learning act1v- 
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1ty assignment on p. 2 should simply refer; to this instruction sheet 
by title. I 

e.g.. READ Instruction Sheet I, OBSERVING THE CHILD-CARE l^fcRKER IN 
' ART ACTIVITIES. 

i 

® The learning activities statement is to begin with an action word ^ 
verb) to signal the student what he is to do inthe activity. This 
action word will be placed 1n capital letters and underlined. 
Sometimes, in order to make the meaning clear, it will be necessary 
to capitalize and underline the first two or three words of the 
statement (e.g.. PLAY THE ROLE .... not PLAY). 
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[BANK TELLER] 



Examples of Learning Activities , 

READ Jones and Lauahlin. The Bank Telleri Tasks and 
Procedures I pp. 81-97. 



iorl 



2 



3 i^s^^ 



VIEW the slide-tape presentation BT-17, "Cashing Checks," 
1n the Learning Center. \ 



JorL 



3 COHPU 



CQHPL ETE THE PROGRAM In the A. B/A^' booklet, Checks^ pp. 



CHECK YOUR KNO WLEDGE of examining chedks for acceptability 
by taking Student Self-Check I, EXAMfNING CHECKS FOR^ 
ACCEPTABILITY. 



READ Instruction Sheet I, PAYING CUR 
(or) . _= = 



lENCY. 



PLAY THE ROLE of the bank teller in dispensing currency. 
Ask a fellow student or your instructor to request 
amounts of money 1n specific denominations. Using a 
supply of currency at the teller's window, go through 
the transactions of dispensing, the correct currency. 

(or) _ _ — ' — — V 



■> 

PRACTICE .processing batches of checks In the learning 
laboratory. Get the practice materials for Module BT-17, 
and use the adding machine to prove your totals. ^ 

8 a/ ARRANGE with your Instructor to complete this module by 

^ going through the CHECK-OUT ACTIVITIES listed on the back 

cover. 
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Instructor's Final Checklist 



An "Instructor's Final Checklist" will be needied in almost all 
modules, either de|^1ved from the V-TECS catalog or developed specifically 
for the module by the module writer. The purpose of the checklist 1s to 
provide the instructor with an instrument to determine whether or not 
the studen't has mastered the competencies taught in the module. By 
listing a series of elements to be rated by the Instructor, the check- 
list makes the evaluation much more objective and ensures that the 
instructor rates all the Important elements In the competencs. This 
kind of carefully controlled evaluation is absolutely essential to the^^ 
validity of competency-based education. 

When the student thinks he Is prepared, he asks the Instructor to 
examine his work or observe his actual performance of the task. The 
instructor then rates the performance or the product according to the 
criteria stated on the checklist, , A copy of the checklist will appear 

in the module, so the student w1|1 be in no doubt as to what he Is 

/' . . ' 

expected to be^ able to do. 

The checklist may be designed to rate the performance of the student 
as he demdnstrates competence 1n pe^^formlng an operation, a process, or 
I behavior (e.g/, shutting down a gas-welding outfit; teaching a song to 
chfldreni dealing with a customer*s complaint). 

The checklist may evaluate the final product produced by the student 
which indicates his competence in the required task {e*g., a specified 
floral arrangement; a spray-painted auto body; a ,telev1s1on set with 
correct color convergence). gg 
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The checklist may assess a combination of both process and product 
where both are Important* "This evaluation is necessafy to determine 
that the student can not only compjete the task successfLiny , but can 
do 1t correctly every time, with a specified period of time, using ' . 
certain accepted procedures ^ or do It with smoothness and ease (e.g.^ 
replace a clutch within flat-rate tlmaj perform a hair frosting while 
keeping the customer comfortable; make a dental x-ray without exposing 
oneself to radiation). 

The items on the checklist must not be selected in an arbitrary 
manner or from a personal viewpoint as to what is important for the 
student to know. The checklist is to be derived from the objectives 
in the V-TECS catalog. Many of the objectives in thercatalog already 
have evaluation checklists developed for them^ and these can be 
readily translated Into the accepted module format. 

Checklists can also be derived from the Performance Guide of the 
V-TECS catalog. In doing this, each item in the performance guide for 
the particular objective should be reviewed. The items that relate 
directly and Importantly to the performance objective should be reworded 
for inclusion in the evaluation, checklist. Some items in the Performance 
Guide can be combined to make one point of evaluation. 

The following guidelines should be used in developing the check- 
list: ^ . ' 

m Indicate the module number in the upper-right corner, 

s 

The title of the checklist is exactly the same as the title of 
the module* 

m The directions should be worded the same on all checkl 1sts--with 
the exception of the first sentence which describes the student 
perfornjance. 
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© WhenevQi" possible, avoid repetition by using an Introductory 
phase ending 1n a col on ^ followed by a list of performance 

elements , 

m All the 1t©ms should be stated 1n the past tense {e.g.* "The 
student adjusted the shut-off valve"). 

® The checklist has a column for a rating of "Parti any Accompli- 
shed." This rating is not acceptfthle for proving final 
competence, but 1t can be used as a basis for student/teacher 
discussion. 

© The qolumn marked "Not Applicable" is there to be used when 
circumstances do not pennit the instructor to rate the student 
(e.g., equipiTOnt not available; the Item does not fit the 
program; etc.) 

© Each checklist is to have a statement of the performance level 
required of the student. The "Psrformance Level" statement 
should be reproduced exactly as shown in the example of the 
checklist that follows, except in cases where the V-TECS catalog 
specifies a lower level of acceptable performance. 

# The checklist must be designed to fit a standard 8 1/2" x 11" 
sheet. 



Keep the checklist within a reasonable length— one page if 
possible, two if necessary. Remember that the instructor is 
going to be required to rate every item. Select items that are 
crucial to the performance of the competence and/or combine 1te 
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[BANK TELLER] 



Example Of Instrudor's Final Checklist 

Instructor's Final Chtcklist 
EXAMrNING AND CASHING CHECKS 



Check tht student^s performance in the foil owing elements 
of examining and cashing checks. 

Place an X in the appropriate box indicating not acconi- 
pllshed, partially accomplished, or fully accomplished. 

because of special circumstances^ the item was Impos- 
sible to complete, place an X In the "Not Applicable" box, 

Perfonnance Level : All items must receive a rating of 
FULLY ACCOHPLISHED (or Not Applicable). If any items are 
rated Not Accomplished, or Partially Accomplished, tha^ 
student and instructor will discuss this and decide which 
learning activities must be repeated. 



u 



4^ 



Student 
Performanc'2 



o 

O U 



K The student examined checks for acceptability 
and identified all checks that were not 
acceptable * . . . . . 



2. In the process of cas 
students 



a single check , the 



a, examined negotiability points of the check, . 

b. prepared cash-out ticket. * . 

c: dispensed money . . 

d. retained correct infoniiatlon for the records. 

. 'in the process of cashing a batch of checks , the 
student : 

a/ examined negotiability points of each check , 

b. proved the total of the batch of checks . . . 

c. prepared the cash ticket 

d. dispensed cash to the customer. , . 

e. processed the checks. . 

f. retained corrnct Information for the records. 
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[CHILD CAHt WORKER] 



Module CW-31 



ixampie of Instructor's Final Checkilst 



Instructor's Final Checklist 
ORGANIZING AND GUIDING STORY TIME 

Check the student's performance 1n the follov^lng elements 
of organjzing and guiding story time. 

Place an X in the appropriate box indicating not accom- 
piisheds partiany accomplished, or fully accomplished. 
If, because of special circumstances^ the item was impos- 
sible to complete, place an X in the ''Not Applicable" box. 

Performance Level: All items must rtceivp a rating of 
FULLY ACCOMPLISHED (or Not Applicable). If any items are 
rated Not Accomplished, or Partially Accomplished, the^ 
student and Instructor will discuss this and decide which 
learning activities must be repeated. 



Student 
Perfonnance 
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In organi zing and guiding story timet the stud ent: ' 

1. Selected an activity appropriate Jo^ tRe Interests 
and needs of the group 

2. Prepared materials required for the activityp . , . , 

3. Assembled needed material Ss supplies^ and 
equipment 

4. Used techtT/lques to dliicourage loudness during 

the activfty. , . , . . ^ , * 

/ 

5. Aided and encouraged the children in developing 
word Gonfcepts . . . ^ 

6. Used techniques designed to get the participation 
of each child in the activity 

7. Used |[ variety of stories t including the familiar and 
unfamiliar. ..................... 

8. Practiced positive disciplinary techniques. * . . * . 
9, 



eted a self-evaluation of performance in guiding 
story time. 



• ■ • ■ * 
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[MACHINIST] 



Module MS-21 



Instructor's Final Checklist 

PLAIN-TURNING PROJECT I 



Check the studtnt's perforfnance In the follov/lng elements 
of plaln-turm'ng on an engine lathe. 

Place an X 1n the appropriate box Indicating not accom- 
plished, partlany accompllshedt or fully accomplished. 
If, because of spectal circumstances, the Item was Impos- 
sible to complete, place an X In the "Not Applicable" box. 

Performance Level: All Items must receive a rating of 
FULLY ACCOMPLISHED (or Not Applicable). If any Items are 
rated Not Accomplished, or Partially Accomplished, the 
student and instructor will discuss this and decide which 
learning activities must be repeated. 



Student 
Performance 
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The plain-turning project completed by the student 
exhibited the following characteristics: 



1. 
2. 

3. 
4, 

5. 

6. 



The length of the piece was to specified dimensions, 
within + 1/32" . 

Diameter of cylindrical section was to specified 

dimension, within + .001" over Its entire 

length ■ 

The shoulder was clean, sharp, and at 90° 

Rounded end had 1/16" radius, wtth smooth and 
uniform curvature. , , , . . . . 

Surface finish was smooth, with no noticable 
defects or tool marks • • • ■ 



All sharp edges were deburred, 
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Instructional IHustrations 

niustrations in a variety of forms are extremely valuable in 
developing effective instructional modules* Many times , illustrations 
can explain, instructs and clarify in a far more efficient manner than 
can words. For students who have limited reading abilities* a good 
drawing can make the difference between learning or not learning the 
competency of .the module* Artists are available to assist module 
writers in developing and completing instructional illustrations* 
Available time and financial resources, however. Impose some Important 
limitations on the use of Illustrations, 

All of the illustrations used in the module must have a strictly 
instructional purpose. Each drawing, diagramt or sketch must be 
planned to teach a specific concept or transmit some well-dafined informa 
tion that cannot be done as well in any other way* It will not be possi- 
ble to use Illustrations simply for aesthetic reasons , or to entertain 
the students* or to fill space. Illustrations wilKbe limltad to the 
instruction sheets which will bt placed in the Inner pocket of the module 

Illustrations may take the following forms: 

Diagrams Charts & Graphs 

Schematic Drawings Plan Drawings 

Enlarged Details Simplified Drawings 

Original illustrations should not be specially made when they are 

already available from other sources* If a good drawing is avail^^^ble in 

a standard textbook, the module writer should refer the student to the 

page in the text where It appears. Writers and artists should examine 

the files of existing drawings to determine whether useable ones nlready 

exist, thus saving a great deal of the artlst-s time. However, under no 

ERLC 1 n2 



circumstances should copyright materials be used in the modules or should 
photocopies be made for reproduction. 

The information to be included in the drawl ng^ and the form the 
drawing should .take, are the responsibilities of the module writer. The 
writer should provide the artist with all the material information and 
technical data that is necessary to complete the work. It is not the 
responsibility of the artist to do research on the topic ^ though he may . 
have ideas and suggestions on how to make the drawing best convey the 
message. 



GENERAL GUIDELINES FOR ILLUSTRATIONS 



# Plan to use line driiwlngs with simples bold lines--no halftones or 
photographs. 

m Avoid the necessity for the use of shading techniques; 

# Make the drawings simple and stylized rather than heavily detailed, 

/ 

# Concentrate on one concept or idea in the drawing- Focus on what 
is essential and eliminate the nonessential. 

^ Plan to use few (If any) drawings of human figures, i ids, or 
other difficult material, 

# Artists will letter drawings 1n professional freehand style or by 
"typewriter. The use of rub^off letters or LeRoy lettering is 

restricted to unusual circumstances. 

# Lettering size: 1/^" or larger will be standard for drawings, 3/16" 
or larger for projected material , 

# The original -drawings will be made in pencil* The use of Inkiwill be 
restricted to special requirements. 

# Captions for dra^n'ngs will be furnished by module writers. Use short* 
descriptive phrases, with correct technical tems and spelling. 

©Artists will use templets and other time-saving devices whenever 
possible, 

# Finished, drawings must fit 8 T/Z" x 11" format. Minimum rnargins: 
/ Vertical drawings: top and sides* 1 1/2" bottom; Horizontiil : 1- 

top, right, and bottom; 1 1/2" left. 
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[ELECTRICITY] 



E^mples of Illustrations 



PARALUEU CI RCUIT 



ELeCTRON SUPPUV 

M p --^^ 



120 V. 



+ 0- 



Q):2o. Q) (J) 

^ LAMPS ^ ^ 



ELECTRON RETURN 



[HEALTH OCCUPATIONS] 



Fa^ts 



CONVERTiD TO GLYCEROL And FATTY 
ACIDS DURINQ DISiSTION 
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Instructional Media 



Audio and visual Instructional materials can make a more important 
contribution to individualized instruction than to traditional education 
methods. These kinds of materials augment the tepcher's function by 
providing another path to learn1ng--a way that may be best suited to 
many students' abilities and learning styles^ By providing variety in 
learning activities, media presentations benefit all students; main- 
taining Interest, stimulating thought, and clarifying ideas. Carefully 
selected media can provide a means of transmitting information that is 
often essential to comrjiunlcation. There are many educational situations 
when a photograph or aj sound recording is Indispensible. 

Of the great variety and combinations of media now available, the 

competency-based education project will standardize on a few basic 

types. The following are the types that are most suitable for use in 

individualized and modularized instruction and at the same time come 

within the resource limits of the project: 

#2x2 color slides sets (either 35mm or 127 size film) 
produced by the CDC or from comTiercial sources 

- Cassette audio tapes, CDC' produced 

o SUdi^'-tape presentations in which trte slide is automatically 
synchronized with the sound on the c^assette tape 

# Filmstrips from commercial sources 
It should be noted that for various reasons, several common types 
of media win not be used. These include videotapes, 8mm films, single- 
concept loop films, and overhead transparencies. Rented or loaned 16mm 
films cannot well be_ incorporated in modularized programs, so their use 
will be limited to supplemental or enriching experiences to be scheduled 



for large group instruction at the discretion of the classroom teacher. 

Films cannot be required as Integral learning activities of the modules. 

-If module writers decide to produce their own media for the modules they 

develop? they will need to use one of the accepted types, 

Module writers will need to make the decision as to whether the 

module requires the use of some form of media to aid the student In 

reaching the performance objective. Among the reasons for selecting 

a media strategy in place of other forms of Instruction are: 

Q Aval labile readings are inappropriate or Inadequate • 

o The students are likely to have difficulty In comprehending a 
verbal description. 

# A special sequence of illustration is essential* 

© The performance objectives require information to be presented 
1n pictorial or auditory form. 

m Color 1s essential to the understanding of the topic, 

# A change of stimulus Is needed to maintain Interest and Increase 
learning. \ 

- -. i 

If any form of media presentation is required^ the module writer 
win need to plan the material carefully* The sequence of photographs 
s^hould be organized for the desired Instructional effect by planning a 
story board. Narratives either written or tape recorded , that is to 
accompany the photos should be planned along with the pictures and 
written down* It will be necessary to check to be sure that the objects 
or scenes to be photographed will actually be available when required. 
As the plans develop, the motiule writer should consult the project*s 
media director for suggestions, ideas, and for final approval of the 
proposed presentation/^ 
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Some moduie wr1ts?s will be able to develop their own media, either 
in the form of slides or sound recordings. The same standards of type, 
quail ty and development process .w_ill_aggly as with project-produced 
materials. The project media specialists win provide as much help and 
cooperation as possible. ' 

Cassette tape recordings can serve several distinct and important 
purposes in instructional modules. To aid students who have reading 
difficulties, audio tape recordings of necestary readings can be made 
by the classroom teacher or the module developer. Tape recordings can 
be made to accompany slides as descriptiye or explanatory material , and 
tape recordings can be coordinated with illustrations or text in the 
instruction sheets; ^udio recordings may be helpful in teaching studentSr 
to identify sounds related to occupational operations ^ or they may be 
used to teach students correct pronunciation of technical terms. Record- 
ings may be taken right to the work station to "talk the students through" 
an operation* 

It is Important to remember .that all of the media materials to be 
developed for moduUr instruction must be for individual student use 
rather than for the teacher 's use in group instruction. Slide-tape 
presentations and tape recordings therefore are be self-instructional 
and easily available to students for use at any time they are ready for 
them. In the Learning Activities section of the module an appropriate 
reference will be made to the media in its propev* sequence. Each piece 
of media will bee i title and the number of the module to which 1t 
belongs. A typical learning activity reference might be: 

LISTEN to the cassette tape for module AB-Zl , "Checking Freon Charge," 
while looking at the diagrams in Instruction Sheet II. 
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GENERAL GUIDELINES FOR MEDIA MATERIAL 



•^lidis and other media productions must be directly aimed at helping 
students achieve the performance objectives of the module* They 
shbuld not be used for entertainment or general enrichment. 

• Media productions 'should not be used when paper reproductions In the 
form: ofjrtstrijctlon sheets would be Instructlonally supirlor (e,g,, 
lists of terms to be memorlzeds diagrams, to be studies and referred 
to)^ 

• The number of slides and sHde-tapi presentations that can be 
produced within the module development project Is strictly limited; 
The topics to be produced will .heed to be selected with care In order 
to gain the greatest effect within available resources. 

• Module writers should review commercial catalogs of media materials to 
locate material avanable for purchise.; It Is Important that the^ 
commercial product is directly concerned with the module topic. 

' . ■ — r ^ ■ : 

• Care must be taken to avoid duplicating copyrighted materials. If in 
doubts don't. 



• When slides are to be made ^ use simple^ uncluttered set-ups of readily 
^ available equipment and facilities. \ 

' ■ " \ A , .- ■ 

• Scenes to be photographed must be examihad to be sure to show good ; 
examples of safety and/or sanitation, (e^g.. Be sure students are - 
wearing safety glasses, equipment Is shoWn in clean and safe condition.) 

• If possible^ use colorful cardboard arr^ws^ spots, or captions fn the 
picture to aid students In Identifying the Important elements of the 
scene. 

• Whenever possiblet use dldse*yps to be sure that students can see the 
details I even on a very small viewing screen. 

/; ; _ ^ ^ ^ ' ' ^ . . ^ • 

• If students or other persons are to be Included in the photo t make 
sure they are appraprlately dreised and groomed. 

Ethnic aM mihorJty grou In i|lttstrat1ons rmjst 



be depicted as responsible and d1 
appear decpgatory or degrading 



^ Minority groups and^women must be 
appropriate situations. ^QQ 



gilfied persons. The picture must not. 



%\\pmt\ in represjntatlve numbers in 
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>tedule writers who need the services of a media specialist to help 
prepare slide-tape presentations must do the preliminary planning and 
preparation before the photographer arrives at the production site. In 
order to ensure efficjent production and an effective final presentation, 
follow these procedures* • 

1. Revle^ your instructional material carefully and |dec1de which areas 
will require supporting media or illustrations. 

/ , - \ ■ . , i 

2. Select the media form nwst appropriate for the instructional needs. 
Ay6id elaborate media when ^ simple ^instruction sheet Will do the job. 

i. If you decide to use color slides, your first step is to plan a set 
of storycardS. These are Index cards for planning and controlling 
the production of the slides and audiotape. Write your story Ideas on 
the bottom of the card (one per card).. In the upper left corner of 
1 the card draw a simple sketch of the proposed photograph. 

4. Assemble your storycards and begin to put them in proper sequence. 
Plan a begi'nni'ng and an ending and let your story (the instructional 

, content) flow in an interesbing and logical order. Place, the cards 

on a large table of wall so^you can see at a glance if it is complete, 

consistent, and properly pquenced.i Rearrange, add or delete story- 
cards to refine the ef^kpn. | 

5. After the instructional content 1s planned and sequenced, develop the 
script and refine the photo Ideas. 

6. Submit your storycards to your co-director for assistance and approval 
before proceeding further. . ' 

7. Prepare titles and artwork If possible. If you are unable to do this, 
wr+te a complete description of needed artwork for others to do. 

.8. Select and prepare the photo locations. The site must be clean, 
orderly, and 1n the best /safety conditions, 

-sT Prepare a definite time^schedule so the photographer can move from 
one scene to another without delay. This 1s important. 

JG. Arrange for any "actorst* such as' students or workers, to be at the 
scene at the required , time. ' 

11. Be present and ready when the photographer arrives. Plan to complete 
•'TT1~phmwf^hlT:-wrk-d 
able to return. 
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One supremely critical factor In the success of the competency- 
based education project 1s that of the quality of the final product 
1tstlf--the module. Qualltyt In this sense* 1s not simply a matter of 
a well constructed devlci.i free of typographical errors and containing 
technlcany correct information. It is a module that Is capable of 
facilitating learning and changing student behavior* 

To achieve and maintain the productioh of Instructional ly effective , 
modules a process of continual evaluation will need to be utlllzfid*^^: 
Module writers will review their own work r compare It to exemplary models* 
and evaluate It by utilizing objective criteria. Further review, critique t 
and evaluation will be undertaken by the project co-d1rectorSi editor, and 
project director. It is highly desirable that open cormuni cation be 
maintained among the project team to 1dtnt1fy any deficiencies and correct 
any misaprehensions. 

In order to make the TOdule review as complete, and objective as 
possible* a module assessment checklist has been developed. ^Thls checklist 
includes evaluative criteria designed to focus on the Instructional 
adequacy of the module, .and keep it consistent with the performance objectives 

and the instructional setting in which it will be used. Whilt each of the 

- " ' ' " ' . 

elements can be given a yes or no response* It^ls the reasoning and rational 

... . ' ^ ' 

thinking- behind each response that Is most important. ' ^ ^ ^ 

The module assessffient checklist may be used by the module writer as a 

sel^-eheck I'nGtrum'ept... The checklist will be used by the co-dlreotors, editor* 

and project director to evaluate modules as they are submitted, A sample 

copy of the checklist follows* 110 ■ ' 



MODULE AS-SESSMENT 
CHECKLIST . 



MODULE NO. 



MODULE TITLE; 



\ 



ELEMENTS 



1. The Introduction : 

a. describes what the student will 
learn. 

b. tells the student why the compe- 
tency 1 s needed . 

2. The directions are correct and 
explicit 

3. The objectives are correctly stated. 
4-. The learning activities : 

a. are consistent with the objectives. 

b. provide sufficient opportunity for 
the student to learn. 

c. are practicable and feasible. 

d. are appropriate to the student 
level . 



e. 

f. 

g. 

h. 

i . 

j . 
k. 

1. 

m. 
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are clearly and succinctly stated. 

Include a variety of learning modas 

art limited to the necessary 
knowledge and skills. 

are free from harmful side effects. 

are largely self-Instructional . * 

provide student re "Enforcement. 

provide practice of skills 1n 
controlled settings. 

provide simulated or raal-world 
tryout of competency. 

minimize the hazards of failure, 

77 



YES 


NO 


7 


















































- 














































1 




1 





COMMENTS 



b. 

2. 
3. 
4. 
a. 

b- 
c, 

d, 
e. 
f. 

9-/ 

W 

7 

k. 

T. 
m. 



r 



v 



ELEMENTS . 


YES 


NO 


? 


COMMENTS 


5. StUi 


dent self-checks; 








5. 


a • 


objective. 








d ■ 




cover the rsqulred knowlidge. 










c. 


provide the student with fatdback. 










6,; The 


instruction sheets: 








6. . ■■■ 


a / 


are cleiirly and correctly titled* 








a. 


b. 


are written at the student's 
TeveT, 








b. 




provide the essential information* 








c. 


d. 


include approprlati instructional 
illustrations. 








d. 


e. 


are. adequate In scope and depth* 










7. The 


instructor's final checklist; 








7. 


a. 


is in correct format. 








a. 


b- 


measures student achievement ^ 
oft the module objectives* 








b. 


c. 


f 
\ 

iS; limited to the competencies 
stated in the objectlvei. 








c* 


d. 


states the desired pS'T^formances 
In unambiguous terms* 








H 


' e. 


Is based on observable student 
performance or the product of 
performance. 








e. 
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SaVnple Module 



Following this page Is a sample module, "Cashing Checks." Many 
of the examples used in" theteiDBOOK came from this module In the Bank 
Teller program. It Is reproduced here In complete and assembled form. 

Module writers may use the sample to verify general organization, 
fonnat, capitalization, underlining, and other details. 




BANK TELLER 



CASH in G / C H E C K S 



Many of the customers who comi to your^tentrVs Window 
win havis a chtck that thty wish to turn Into ttsh, 
Bafore the che^k,.dan be casHid» It must bt tKimlned by 
the taller to Wsura It Is legal ly aeeeplable, then 
processad» and I the €a$h dispensed, Whisn baches of 
checks are presented by the customeri a somigyiat more 
compleK procedure Is required* In this modulXyM will 
learn how to handle these transactlohs. 



Bafore you start i to work on. this module , be suri you 
have completed Module BT-l2*"Us1ng:the Adding Machine," 
and Modyle BT-15.1 "Making Out Cash Tickets." 

■ ' \ ^ ■ ^ ^ ^ :y ^ 
If you have completed these modules* read the three 
objectives below. If you think that you are already 
able to perfora these tasks, read the Check-Out 
Activities on the back cover. Then either arrange 
with your instructor about doing the Check-Out Activities; 

or 

If you need to complete learning activities In order to 
be able to do the masks s turn t^ p« 2 and go through the 
Learning Actlvltle^ In the order given. 




(1) 



(2) 



(3) 



Given a display of three checks wjth endorsements, 
examine each check and choose the! one that is 
acceptable for'^cashlng* . I 



Si van a teller's ,w1ndow-^repared ifor cashing checks 
and a teller's stamp, ca^h a single check. All 
items on the instructor's checklist should be 
perfonned acceptably, ^ \ ■ v 

Siven'a teller's window prepared f^ cashing checks, 
a teller's stamp, and an adding machine, cash a 
batch of checks. All items on the Instructor's 
checklist should be performed acceptably. 



LoTciriiing Activities ; { 



REAP Jones and Laugh! In, The Bank Tell en Tasks and 
Procedures , pp> 81 -97. 



VIEW the sllde-tipe pfesentatlon BT-1 7, "Caching Checks," 
In the Loafnlng Center. 



MI 



COMPLETE THE PROGRAM I n the A.B.A. booklet, ChfCksi pp. 
26-97. ' 7 ^ i 

for) 



CHEC K YOUR KNOWLEDGE of examining checks for acceptabnity 
by taking Student Self -Check I. tXAfilNINQ CHECKS FOR 
ACCEPTABILITY. ' 

READ Instruction Sheet I, PAYING CURRENCY. 



MI 



PLAY THE ROLE of the bank teller In dispensing currency. 
Ask a fellow student or your Instructor to request 
amounts of money In. specific denominations. Using a 
supply of currency at th< teller's window, go through 
the transactions of dispensing the correct turrency. 

M _£ . . 



- " ^ PWCTICE processing, batches of checks in the learning 

/ ., laboratory. Get the practice materials for Module BT-17j 

: " and use the' adding, machine to prove your totals. 

e l/ arrange with your . instructor to complete this module by , 

° V g^^Through the CHECK-OUT ACTIVITIES listed op the back 

. ■ " cover. ' ■ ■ ,, ■ /' , 



Module BT-17 



Instruction Sheet I 
PAYING CURRENCY 



Handling currincy 1s one of the most Important functions you perform. Skill 
'in handling currency can be acquired only through practice and application. 
In paying out currency, the following points should always be remembered: 

/■■ ^ • / 

■ 1. Save time by asking the customer 1n which denominations he prefers 
his change. 

■ / ■ ■ ' ' ' 

2 Get the amount el early In your mind. When paying out change from 
a split check,/be sure to verify the change count with your adding 
machine, and check with the tape once more before handing out the 
change to the customer. 

3. Count out T^rge bins first. 

> 4. Always perform two cash counts: . 

a. / One as the currency 1s removed from the drawer. . 
b / The second as the cash is paid out to the customer. 
/■ ' . ■ ■■ ' ■ ■ ■ 

5 Pick/up each bill with the forefinger and thumb, roll It to 
separate it from the remaining bills, and place It In the 
other hand with the balance of bills to be paid out. 

6. Don't count the currency faster than the customer can count; he 

H 7. If the customer changes his mind about the denomination, the requsst 
. ' should be complied with cheerfully. 
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Module BT-17 



Student Self -Check, I 
EXAMINING CHECKS FOR ACjCEPTABILITy 



Suppose today's date Is August 23, 1974. Look at each of the specimen 
checks given and examine them according to the negoti ability points 
listed below. Place an "OK" In the box 1f the check Is acceptable, or 
an "NG" if the check Is not acceptable on, that point. • 

After vou have finished , compare your results with the correct responses 
given at the bottom of this page. 







Check 


Check 


Check 






#1 


#2 , 


#3 


1. 


Bank drawn against 








2. 


Date 








3. 


Number and word amounts 








4. 


Maker's signature 






1, 


S. 


Payee and endorsement 








6. 


Alterations - 









, . : ■ 



•puodssuuoD ^ou op iunolUB uanuM 
sq) pue lunbuiB uaquinu'am '£# >|DSM3. laauBt loy op aaX'Ed at jy^jo aiuBu am pug 
iU9UiasjopU3 'i# )|03Mp ndaoxa „)io„ aJ» s^u^od lIV : sasuodsay ^Dajuoo 




3 



a 
II 
8 
i 



I 
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Instructor's Final Checklist 
EXAMINING AND CASHING CHECKS 



Module BT-17 ^ 



VCheck the student's performance 1n the following elanents 
of examining and cashing checks. 

. ^ ^ ■ " ' i " 

Place an X In the approRrlate box indicating not accom- 
plished, partially accomplished, or fully accomplished. 
If, because of special circumstances, the Item was Impose 

. sible to complete, place an X In the "Not Applicable" box. 

Ptrformance Level: All Items must receive a rating of 
FULLY ACCOMPLISHED (or Not Applicable). If any Items are 
rated Not Accomplished, or Partially Accomplished, the 
student and instructor will discuss this and decide which 
learning activities must be repeated. 



Student 
Performance 



9) 



m 
u 



o a. 



u 



■g 

in 



Thi Student exaniined chacks for acceptabnity 
and Identified all 'chicks that were not 
acceptable. * , . . ^. * , *w * * . » 

In the process of cashing a single check , the 
student: 

a; examined negotiability points of the check, * 

b* prepared cash-out ticket , , * * - ^ 

c* dispensed money 

d- retained correct Information for the records. 

In the process of cashing a batch/ of checks , the 
Student: . / 

a. eKainlned negotiability points 'of each check . 

b, proved; the total of the b|tch o^ checks * . . 



V 



c. prepared the cash tlckel 

d. dispensed cash to the customer. 

e. / processed the checks^ 
f. 



• • • 



11 11 c ] c ] 

[ ] [ ] C ] t ] 

[ ] [ 3 C ] C ] 

[ ]; C ] [ ] C ] 
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retained correct Information for the records. 



[ 


3 


C 


3 


.[ 


3. 


[ 


3 


c 


3 


[ 


3 


[ . 


3- 


C 


3 


c 


3. 


[ 


3 




3 


[ 


3 


c 


3 


t 


3 


[ 


3 


[ 


3 


[ 


3 




.3 


C 


3 


[ 


3 


c 


3 




3 


C 


3 


[ 


3 
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Ch«ck*Qut Activities 



\ ■ 



The statements below explain the activities you must be able 
to eomplete In ordeir to finish this module. As you go through 
each activity, your Instpuctof will rate your performan 
the instructor's Final Checklist, EXAMINING AND CASHING CHECKS. 



V 



Your^ 1 nstructor wi 1 1 provl de a d1 spl ay of three checks wi th 
endorsements. Examine the .face and endorifment of each chick. 
Place an "X" across the check that Is acceptable for cashing. 



Go to the tel ler's wi ndow . Remove the check from the contal nen 
labeled "Customer," and' cash' the chick. ; ^^C' 



Go to the teller's window. Remove the checks from. the " 
container labeled ''CMstomer," and cash the batieh of checks. \ 



\ 



'4" ' .'. - 

t.i". , 

lA-;:- 
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COWTEhn'S 



OVERVIEW OF THE HANDBOOK 

PURPOSE AiND USE OF THE INSTRUCTOR'S MANUAL . • • 

'tOMPETENCY-BASED EDUCATION.; 

An Introduction to Competency-BSsed Education 

The Use of Individualized Learning Modules In 
th^'^lassroom 

The Instructor's Role 1n Competency-Based 
Vocational Education , * . . . . * . . 

THE PROGRAM SEQUENCE 

STUDENT PROFICIENCY RECORDKEEPING SYSTEM , . . . 
THE COMpTONCY-BASED INSTRUCTIONAL MODULES . , . 
INSTRUCTOR'S GUIDE TO THE MODULE / 

Instruction Sheets , , . , • • ^ . * . * . * 

Student Self -Checks . .... * 

Textbooks and Reference Books 

Manuals and Specification Sheets 

Special Tools and Equipment / * 

Affective Objectives 

Notes to the Teacher , . , * 

Example of an Instructor's Guide 
INSTRUCTIONAL MATERIALS LIST , . . • 



Overview of the Handbook 



A manual for the use of the classropm instructor is an integral and 
important part of competency-based vocational education programs* It Is 
designed to aid the instructor in conducting and managing a program in 
which learning modules are utilized. 

The instructor's manual is to be produce^d simultaneously with the 
development of the learnitig modules, and will be a joint responsibility 
of the module writers , the subject-area co-dl rectors , and the project 
director. There will be a separate instructor's manuat for each of the 
competency-based vocational programs being developed. 

This handbook is designed to guide those who will be producin'g 
the Instructor's manual, ^ It describes the purpose and use of the manual 
in the classroom and lists its contents. Those parts of the manual that 
are the responsibility of the module writers are discussed in detail and 
examples are provided. \ 



I- 
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Purpose and Use of the Instructor's Manual 

The instructor's manual 1s to be an aid and a guide for the instructor 
as he or she becomes responsible for the learning management of a complete 
individualized ■performance-based vocational program. It is designed to 
help the instructor prepare for the new program, install it in the school, a 
direct its ongoing activities. Because the techniques and practices of 
competency-based instruction are unfamiliar to most instructors, the manual 
will provide much-needed information and will attempt to anticipate 
questions and problems that may arise In the course of using the instruc- i 
tional modules. 

The manual Is Intended to be a ready reference for everyday use— a i 

fconvenient source of information and help. Each subject matter area will 

have a manual developed specifically for that area and directly correlated 

with the student Instructional modules of that program. It will assist/ 

the Instructor 1n preparing for each module as students reach that point In 
• ■ ^ \ 

their study. It will enable the Instructor to make a quick review of the 

subject matter of a specific learning module and make sure that all of! 

the learning materials are available for student use. By referring td ^ 

the manual the Instructor will be able to check whether the tools and/ 

equipment needed for a module are 1n good order and set up for the learning 

activity the student is about to undertake. . ; 

.Notes provided by the module writer can alert the Instructor to; 

difficulties common to many students as they attempt to achieve the; 

competency, or may suggest alternative leafnlng experiences that may help 

Individual students. There may be suggestions for,small-or large-group / 



instruction, or for enriching experiences that vvill vary the routine of 
the class. 

All of the material 1n the manual is designed to make the work of 
-the vocational classroom Instructor 1n a competency-based program more 
effective and his task easier. The ultimate goal to be kept constantly 
in mind is that of increasing student learning. The manual and all the 
specific items 1t contains must be directed toward that end. 



;;____J|6 
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Competency- Based Education 



The various items contained in the ihstructor's manual are intended 
to fill some specific needs of teachers who are irnplementing competency- 
based programs in their classrooms. Some of the content material provides 
general background information, some material attempts to anticipate 
problems and questions and provide answers to the problems. Some items 
are included. for ready reference by the instructor* Each class of 
content information 1s described briefly in the section that follows, 

AN INTRODUCTION TO COMPETENCY-BASED EDUCATION 

A concise description of the most important characteristics of 
competency-based vocational education serves as an introduction to the 
entire instructor's manual. ^ The^^nstruct c^ use this section to - 
clarify his own understanding , a^rid may also refer other Interested 
persons to this discussion, A more thorough treatnient of CBE will be 
given in the instructor's orientation sessions that precede the actijal 
use of th# competency-based materials in the classroom, 

THE USE OF INDIVIDUALIZED LEARNING MODULES IN THE CLASSROOM 

This section of the manual outlines the instructional procedures 
the instructor will employ when using the learning modules with students. 
Included will be a description of < a student's typical activities as he 
completes a module and the Instructor's involvement in the process. 
Thf^re will be an explanation of how the modules may be utilized in small = 
group and large-group instruction. The evaluation process will be 
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described. This section will be general snough in nature^ not only to 
provide an Introductory statement to the instructor but also aid 
administrators and other Interested persons In understanding the process, 

THE INSTRUCTOR'S ROLE IN COMPETENCY-BASED VOCATIONAL EDUCATION 

Classroom Instructors should understand that their role and function 
changes somewhat when operating w1th1n a competency-based program. The 
purpose of this section of the manual Is not only to explain the new role 
but to allay possible anxieties about the situatibn and resistance to 
change. The Instructor must know that instead of making the work of 
instruction more mechanical and Inhumane^ CBE actually calls for more 
personal classroom Interaction and enhances and professionalizes teaching 
Specifically there will be descriptions of the instructor as: 
9 administrator in classroom and laboratory 

# learning manager for the group 

• resource person for learning activities 

# diagnostician of student learning difficulties ^ 

• deviser of alternative learning experiences 
m evaluator of student competency performance 



The Program Sequence 



The program sequence consists of a concise listing of all the 

modules and their related objectives 1n a complete vocational program. 

The modules are listed In the sequence that students are eKpected to 

complete them. There will be some differences In the organization of 

the program sequence depending on the way In which the Instructional 

program Is organized in the school, 

m A program may have a series of modules which only the mrs rapid 
learners win be expected to accomplish. These should be : 
designated as "supplemental" modules. 

# Some programs may lead to entry Into major occupations or sub-, 
occupations 5 depending on how far the student proceeds In the 
module sequence* The program sequence list should Indicate the 
exit points where students may leave the program and enter one 
of the sub^occupatlons. 

It Is the responsibility of the co-directors to compile the program 

sequence list for Inclusion In the Instructor's manual* The actual format 

should be that of the Module Master Sheet that has been drawn up In 

tentative form for the module development process. An example of this 

follows. 
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[Sample] 

Program Sequence for Child Care Worker 



MODULE 

riU* 


fCDULE TITLE 


V-TECS 
OBJECTIVI 
NO. 


OBJECTIVE 


BLOCK 1 


PROCEDURES AND ACTIVITIES 






Handling Emergency 
Procedures 


25 
26 
27 


Situation concerning ill child 
Case of accidental injuries 
Disasters such as fire, tornado * etc. 


CW-2 


Performing Clericol 
Activitias 


52 
53 

54 
55 
56 
57 


Perform receptionist duties 
Maintain childrens attendance 

records 
Record child's progress 
tfalntain transportation records 
Prepare activity report 
Inform parents 


BLOCK 2 


EQUTPhENT, FUHNISHINGS AND SUPPLIES 


( 


Planning far Facilities 


14 


Plan for aqulpment' and supplies 


' CW-4 


Maintaining Facilicias 


44 
45 
46 
47 


Store equipment and materials 
Accept 1 record and store supplies 
Inventory equipment and supplies 
' Requisition equipment and supplies ^ 




Checking and Repairing Toys 
and Equipment 


41 
42 
43 


Cheek toys fo^ repair and m&km 

minor repairs 
Determine whethar appliances are 

functioning properly 
Make minor furniture and equipment 

repairs 


BLOCK 3 


CREATIVE ACTIVITIES - 


CW-6 


Planning Art Activities 


1 


Plan art activities 


CW-7 


Art Activities 


15 


Organlise and guide art activities 


CW-8 


Planning Dramatic Play 
Activities / 


2 


Plan dramatic play activities 


CW-9 


— - - ^ 

Dramatic Play Activities 

/ - 


16 


Organise and guide dramatic play 
activities 


CW-10 


Planning troe Choice Piny 
Activities 


3 


Plan free choice play activities 



O 7 
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student Proficiency Recordkeeping System 



One of the Instructor's major concerns 1n the ranagefntnt of 
competency-based vocational programs Is that of maintaining adequate 
student records. In any one program thart may be hundreds of Instruc* 
tional objectives which the student Is expected to achieve* The Instructor 
must assess the performance of each student as he attempts the competency 
and must record the progrear of the student as he achieves each objective. 
If not thoroughly planned and organized, this could be a fornildabla task 
that could lead to confusion and misunderstanding* The 1nstnictor-s manual 
will contain a suggested recordkeeping systen designed to allow the 
Instructor to maintain accurate Infonnatlon for himself and his students 
with a minimum of time-consuming effort. The basic structure of the 
system will be similar for all pro||ram areas^ but the actual content of 
the recordkeeping Instrument will* of course, be unique to each program. 
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The Competency- Based Instructionai Modules 

The Instructor's manual win contain a copy oil" each of the nwdules 
in the complete program^ exactly as they will be furnished to the student. 
This Includes all Instruction sheets, student self -checks, and instructor's 
final checklists* The mddules will be arranged 1n proper sequence 1n the 
manual for ready reference. 



Instrupor' j Gufde To The M^ule 

One &C the most Important sections of the Instructor's manual 1s 
the detaned g^1de to each of the modules. The purpose of the guide is 
to help the Instructor to prepare for the module, and to be sure the 
required facilities are ready for student use. Anything that may help^ 
the Instructor to ensure that students can achieve the module objectives 
should be Included In the guide. The guide attempts to anticipate the 
questions and problems that might arise in vvorking with the module. It 
suggests to the instructor activities that may increase learning or make 
instruction more efficient. In order to make the guide easier to use 
a standard fonnat has been develuped. Ah ^ikfemp^-^ la included on the pages 
that follow. The module writer 1^ re^; iL^ble for con.j/leting a guide 
sheet for each module, 

A short description of the cent nts rf each section of the guide 
follows: 

Instruction Sheets Included In the Module 

List the title of each Instruction sheet In correct order. 
Insert In the box the number of the learning activity or activities In 
which that instruction sheet occurs. 

Student Self -Checks Included In the Module 

List the title of each student self-check In its correct order. 
Insert 1n the box the learning activitv number 1n which the self-check 
occurs . 



Textbooks and Reference Books Required 

List egch book requirid for use in the learning activities of the • 
module* Insert the appropriate learning activity numbers in the box. . 
Use a short reference^ giving only the author's last name and book title. 

e,g*t Polk I T he Practice of Printing 
A full listing of the required books appears elsewhere in the Instructor*! 
manual. 

Manuals and Specification Sheets Required 

List the titles of any repair manuals, operation manuals* 
manufacturers* specification sheets^ charts, or similar materials required 

' i 

in the module. Do not include thosfe that are reproduced in the instruction 
sheets or that appear in the book section of the guide. Be specific as 
to what is needed. 

e/g*. Repair Manual for Caterpillar Tractor, Model D-3 

Spe cial Tools , Equipment & Supplies Required \ 

List only those items that are unusual, or that require special 
preparation in some. way. Do not list the facilities that are normally j 
avanabli^ in the classroom or laboratory and that are routinely used. 
For example, in the cashief-checker program a cash register is a standard 
pi ecQ of equipment and should not be listed, but a market basket of 
selected groceries that includes taxable arid nontaxable items needs to 
be specially prepared by the Instructor and therefore should be listed. 
The mpdule writer will have to use disicretlon in each case. 

Affective Objectives Suggested for this Module 

All of the performance objectives in the V-TECS catalog and in the 
modules are related strictly to occupational skills. These are all 
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included in the cognitive and psychomotor domains of learning. Educators 
agree that an additional and essential element of student learning is 
that related to the affective domain. This includes attitudes i emotions s 
and values* In vocational education the affective elements are concerned 
with developing desirable and valuable feelings such as the following: 
'. © satisfaction from the job 
© positive attitude toward v/ork 

# cooperative attitude toward fellow v/orkers 

# habits of industry, responsibility and dependabnity 

# values of honesty and integrity i 

# tolerance of dirt, hard work, and fatigue I 

\ 

# identification with the chosen qccupation 

For centuries good teachers have attempted to instill attitudes and 
values in their students. They have done this by precept, by providing 
students with a model worthy of emulation, and by providing students with 
experiences that tend to promote, the desired values. This will not chang 
in competency-based education. The teacher still has the responsibility 
to develop student values and attitudes that are socially acceptable 
and that will help the student succeed in his chosen occupation. 

The module writer can assist the process of affective development 

by (1) suggesting affective goals where they may be appropriate in the 

learning modules, and (2) suggesting activities by the Instructor or 

student designed to foster desired attitudes. This can be done in the ' 

"Affective Domain" section of the instructor's guide. In machine' 

shop, for^ example, an affective goal might be: ' 

The student will exhibit pleasure aad satisfaction in producing^ 
, a high quality surface finish on the machined place. 



In order to achieve thlSi the Instructor can: 

Show studants completed with a very hiM q^^^ 

surface finish. He eah express encouragement and fnthusliim 
- as students attempt to pchleve this type of finish. 

In a child care program: ' ' ' 

The student will davelop commitment to aid handicapped children. 

Suggested activity- 

Arrange to have students a children's hospital where / 

/children are receiving physical therapy and personal care. 

\ r . . - ; ;. ^ ^^'^ : ' 

Notes to the Taachar 

In this section the module writer should provide the classroom 
Inslructor witft any additional Information that will assist In making th 
module an effective learning device. This may consist of notes, hints, 
tips, warnings, suggestions^ methods or Ideas that may be helpful » A 
few examples of the types of notes that are appropriate- follow: . 

• Safety precauttons of which the student, and Instructor must be 
aware. . , 

• Difficulties that students :often experience with this operation. 

• jMciil-'tetWfflfques that the Instructor may use In helping the 
-'-'^^^ow learner to acquire the skill. 

^1 ^ " ■ < ^ ' \ 

• How the instructor can use the module In group Instruction. 

• Special conditions or slutations that must be present If the 
student is to; succeell In achieving the object IveV 

Managerrent problems the Instructor must sol vej^in working with 
the module. . | ' 

• Whether students may complete the module out of sequence. 

• Suggested enrichment activities that will provide a change of ' 
, experience for students. ^ 



- / 

Module No. 



■ , Learning 

/ ' - . Activity ' 
SLIDE TAPE PRESENTATIONS 4 AV MATERIAtS REQUIRED Number(s) 


















SPECIAL TOOLS. EQUIPMENT & SUPPLIES REQUIRED 



















ATTITUDES *HD VALUES TO 8E DEVELOPED IN THIS MODULE- (AFFECTIVE DOMAIN) 



NOTES TO THE TEACHER TO ASSIST IN WORKING WITH THIS WDULE 
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INSTRUCTOR'S GUI PE: to LEARNING ACpVlTIES 



Mo 

/ 

7-' 



BT-X7 



INSTRUCTION SHEETS INCLUDED IN MODULE # / 


Learning 
Activity 
Number (s) 


I 


■ I ■ ■ ■ ■ - ■ / ' ^^ - 

Tltla: Faytog Ourrenev / 


■ ■ ■ 


n 


Title: / s / . . * 




T f T 

III 






IV 


■ ^ ^' ' ■ ' / ■ ■ ■ ■ ■■ 1 




V 


- . ■ / ■ . ■ - / . , . . . . 

Title: / / " 




VI 


Title: / 




VII 


Titles ■ / ■ . ■ , -. r- 




STUD 


ENT SELF-CHECKS INCLUDED IN MODULE ! 




I 


Title: BEaninlnK Cheekp for Aceeptahlllty 


L 


II 


Title: ' ' ' • J -i 




in 


Title: ^ 





TEXTBOOKS AND REFERENCE BOOKS REQUIRED^ 
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Jones and Laughllni The Bank Teller* TaRk^i fiVA 




Procedures r 


1 , 










1 








MANUALS. SPECIFICATION SHEETS, ETC., REQUIRED i 


Affleclean Banking Aaaoclatlohi ''Checks' ' 








3f 





Module No. BT-17 



SLIDE mPE PRESENTATIONS & AV MATERIALS REQUIRED 



Xtarrilng 
Activity 



"Caahlng Checks," Slide Tape No. BT-17 


= 2 • . 


. ^ , _ — — : ■ : 








■• . ' 1 




SPECIAL TOOLS, EQUIPMENT &. SUPPLIES REQUIRED 


Mdlng Machine ^ 


7 


Batches of sample checks 


7 ' 











ATTITUDES AND VALUES TO BE DEVELORED IN THIS MODULE (AFFECTIVE DOMAIN) 

1, Use this jnodula tet^ eBphaslze the toportmea of bmk tellers aceap ting ths 

bank*g well theughrout sygtea of pgQeadurag, ^ 

2* Hel p .s tude nt 8 appr^^lfte the aeed for a high degree of at^euraey in tha 

■ ■ ; ■ ■ — ~~ — — T— — — 

bank teller's Job Biid td^ understand the aensequences of even nlnor errars 
In a job such as cashing ehecks* ^ 



NOTES TO THE TEACHER TO ASSIST IN WORKING WITH THIS MODULE- 

1. . To prepare matarlals fbr Learning Activity 7, you may use tha sanpla blank 

cheek forms Included In this toanual, pp 27^31 « 

2. Tha Instructor should place great stress on agcuracy of proeedurat Asaura 
the student that speed wtll come Ifterk 

3. Altarriatlve Liearnlng Acflvlty 6t Individual students piay visit a local . 



bank and arrange to spend some time outside the .teller -s cage observtog 
the taller dispensing cash to customers* 
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: l hstriiiaional Materials Lis ^ > 

'In order to pripare for the Installation of the compettncy-based 
y progrim, the classroom Instructor needs to know what textbooks, reference 
' manuals, AV materials, and other materials ere required. To assist the 
Instructor and school administrators In planning for the prpgrim and 
acquiring thenecessary materials, a complete Instructional materials 
list win ^e Included In the Instructor' s manual. , 

The subject-matter co-directors will prepare the Instructional . 
materials list when the modules have, been written. The "Instructorls 
Guide" section on the previous pages of the manual will provide the 
Information necessary for the compilation of the list. 

The listings will follow a standard format designed to give the 
instructor and school clerical services as much Information as possible 
when they order materials from commercial sources. The module writers will 
provide the co-directors with the Information as they develop the modules. 
We will attempt to supply complete, accurate and current publishing 
Information, but 1f that is not always possible we will give as much 
^ Information as we- have. Co-directors will consult publishers' catalogs, 
the library, books torfaV Books In Print , and other sources to help complete 
the entries. 

The entries for slide-tape presentations and' other AV materials 
should indicate their source, whether It is the CDC or some other source. 
In general, the materials 11st entry win take the. following form: 
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1 ) Author(s), or source „ 

Full title, underllnid 1f book— In quotes' If pamphlet, film* 
map, article. ^ . ' 

3J Publisher ^ . . 

4) Address ^ 

5) City, statei and zip code , \ 

6) Date and price 141 

. 1.8 . ; -v. \ ■ ./ 



Instructfonai Matsrtals List 



ST 



1. Johnson i Mtrold V. 

general Iijdust Hal Machine Shop 

Chas. A. Bennett Co. Ine. 

809 H. Detwilller DHve r 

Peoria. Illinois: 61614 

1970, $6.69 

2. Burghardti Henry D. , Aaron Axel rod > and'' James Anderson 
Haehlne Tool Operation . 5th Edition 

McSraw NtIV Boot donpany 
330 Ktst 42nd Street 
Mew York, N.y. 10036 
\^ 19S9* $8.80 

3. South Bend Lathe Co. 

• "HoM to Run a Lathe" ^Booklet) 
south Bend Lathe Co. 
South Bend, Indiana 
1968, $1.00 

4. Le Blond Lathe Co. 

'^The Modem Turret Lathe," (Wall Chart) 
Le Blond Lathe Co.' 
Cincinnati, Ohio 
■ Free ' ' 

5. Currlculuin Development tenter for Kentucky 
"Setting up the Shaper for Flat Shaping,'' . 
(Sllde^tape presentation No. MS-14) 

6. ACr FIliB ' 

"Drill Pross" series, aliS40,l 16 (4 flliflstrlp-; with cassettes) 
ACI Films - ^ 

35 H. 45th Street 

flew York r N.'y. 10036 • » 

1973, $6S/ser1es 




\ 



• ■ c • 
■ • 



» e s 



• ■ • • 



— CONTENTS ^ 

Overview af the Handbook ...... . 

Feraannel Available 
Personnel Respenslbilltlas 
— Directer 
—Assistant Director 

^Competenoy^Based Project Director 
"Curriculum Specialists 
"Supervisors . , * , * 
"Editor 
. -^Artist 

"Media -Speeiallst 
"Teacher/Writers 
-^Conteht Specialist 
"Secretaries . • * 
"Student Artists , 
"Student Photographers , , 



• ■ ■ • ■ 



m 9 . * ■ 



• • • 



> m 9 • 



• i^c. • • ■ ■ ■ 



« ■ s 



m * g 



m » m » mm mm 



m m 9 » m m 



■ • ■ • t 



m - m ' t m » 



m - m m m 



m m m 



m m , m m m a m 



m m m 



"SuriMr Editors 



• « • 



Use of Facilities ^ * * * * ,m 
Payment • * • • . • • • • • « « 
Production Sequence Suggestions 



• m m m m m m » • • 



m m m 9- 



Page 
1 

, 2 
3 
3 
3 
3 
4 
4 
4 
5 
5 
6 
6 
7 
7 
7 
7 
8 

9 
12 



144 



ERIC 



OVERVIEW QF THE H^BOOK 




The handbook is strictly a doeupeflt to aid In the ffianagasiant of the. 

resources that will be used in the sin^r produotian. It identifies the 

.V ■ ■ 

persanntl available and Kaxplalno how thol^e personnel will be organised 
to produce a usable product In the time table speeified^ Also explained 
are the use/of; facilities and hew payrcntwill be handled* 
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PERSONNEL AVAILABLE 



Material production In the following arkas wlllba canaged by 



parsonnsl from the Curricula Bevelopment Center and the Progra?a Developiaant 



plvlslon: 



1. Carpentry * 

2, Tractor Mechanics 
3* Food Production 

4. : Auto Body 

5. Dental Assistant , 

6. Bank Teller 

7# Caishler Checker 

_ 8. Child Care Worker 

The following personnel will be used ±n the production of these products f 



1. 


Director of the CDC 


2. 


Assistant Dlrectpr of the CDC 


3. 


, Co^etency-baaed project director fron the CDC 


4. 


Curriculum apecialists from the CDC 


5. 


SuperviBors from FDD 


6. 


Editor from the CDC 


7. 


Artist from the CpC 


8. 


Media specialist from the CDC 


9. 


Teacher/Writers 


10. 


Content, specialists 


11. 


Secretaries from the CDC 


12. 


Secretaries for the suMter 


13. 


Student artists 


14. 


Student photographers 


15. 


Editors for the summer 
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PERSONNEL RESPOMSIBILITIES 

■ \ 

DIRECTOR OF 

The dire^;r^ir of thn CM will be rtsponilble for thm ©varall eoordlnatlan 
of thm kximmmt '^^iveiApnien^:^ p^ojeot. Ha vill bs used on a aonsuitlng basis to 
solve bofh ac! J ''ilstratlve and produatlqn problems fo^ all projeots* 

AS 5ISTAKT DIRlCTu uy IBM CDC 

* ' Tha aasistant dlreetor ©f the CDC wlil be prlaarlly responalble for 
the administrative aspects of the simmer workshops < He will handle " 
questions relating to fundings" payment > personnel^ ete* He will plan 
the intensive workshops being held on eampus In term of tlme^ faeilitles, 
lodgings ate. r: = . 

The assistant director will also assist the co^etenoy-based project 
director in solving production problems relating to all areas. 

COMPETENCY-BASHD PROJECT DIRECTOR 

; • The conpetency-based project director wlli\be prlmrlly responsible 
for assisting the project co-directdrs in solving all problems relating to 
the productidn of the modules and the Instructor's -manual. Any questions 
which cannot be answered by the co-directors or from information from: the 
developmental handbooks should be directed to the competency^based project 
director. 147 ' ^' 



CUREXCULUM SPECIALISTS FROM TFffl CDC AND SUPERVISORS PROM PDD 



The currlculimi speeiallatf from ths CDC m^d the supervlsots from the 
PDD will aerve as' fto-dlrgctors for tha sinmiir production effort. The 
co-diractora from each vdcational area will he dlreetly responelbles^for 
the completion of the modules and the^ InBtructor's manual for their particular 
' vocarional area. They will wptk dlractly with the. module writers and conttliit 
specialists in their area* The co-dlreetors will be presiint during the 
Intensive workshop and vlalt the writers during the time they are working 
at their home station. The co-directors will work very Qlo'sely with the 
secretaries and the director^ from the CDC to insure that office production 
moves at a fast and quality pace, " 

Due to the faqt that the co-dlreotor from the FDD ma^ have other \ 
simmer ^reaponslbllltiess a working agreement should be aatablished between 
the co-dlreetor from the CDC and the eo-dlrector from the FDD* ' 

. ■ _ ^ ■ \ - ^ ^ ^ ' ^ ^ ' ' " - . ■ , 

EDITOR. FROM THE CDC 



_ The editor from the CnC will be responsible for the coordination of 
the total editing process. She will be responsible for coordinating the . 
efforts of three editors who will be working for two months in the sunmer.' 
Each of the three editors who will be working for two TOnths will be 



assigned to two or more occupational areas. They will co^lete the initial 
editing of the materials received from the co-dlrec'tors.^ The final editing 
will then be coi^leted by, the editor from the CDC. 



^iie editor frora thf CDt will identify any backlog, of materiais in 
any one area and see that the workload is evenly dispersed between all 
adltors* She will assist In the initial editing as the workload so . 



requires, 

MTIST FROM THE CDC ; . i ' : 

The artist from the CM will be responsible for the coordination of 
the production of iilL art work* ^He will be responsible for coordinating 
the efforts of three student artists' who ^11 be working for two months « 
Bach qf the three student artists will be assigned to two or'TOre 
bccupatlonal areas. They will complete the initial drawing. TlTls - /j^ 
Initial drawing will be reviewed by the artist from the CDC and naedea 
corrections made. ; t 

The artist from, the CDC will identify any backlog of /needed drawings 
In any one area and see that the workload is evenly diap4rsed between all . 
student artists. In addition to his management functions he will complete 
a large percentage o| the Initial and final drawing* 

MEDIA SPECI^IST FROM THE CDC/ ^ ' 

The media apeciaHat from the CDC will be responsible for 
coordination of the production of all tWe mediated materials. He will 
be responsible, for coordinating the efforts of the three student photo- 
graphers who will be working fo^ two months. Each of the three student 
artists will be assigned to two or more occupational areas. They will 



produce the media In those assigned occupatldnal areas. The media produced 
, will ba revlawed by the media specialist from the CDC and needed correcrtdns 
made. The media specialist will work with module writers to develop ideas 
for media. 

The media specialist from the CDC will identify any backlog . needed 
media in any one area and see. that the workload is evenly dispersed between 
all student artists* He"^ill complete the initial media production if the 
workload so necessitates p 

TEACHEK/MriERg ^^^^^ ^ ^ \ ..... . ....^^.^......^^^^^^^ 

^ _ - Q 

The teachers identified in each occupational area will produce those 
modules assigned to them by the co^dlrectors of the project. They will 
produce each module in accordance with the guidelines specified in the - 
module production handbook. They will produce drafts of art work and 
materials for media In a usable form for the CDC artist and media specialist. 

They will assist in the production of the instructor's manual following 
guidelines specified in the handbook for manual production. 

They will work full time for two months. They will attend intensive 
workshops for at least three weeks. 

e ^ ' ' 

CONTENT SPECIALISTS . ' — ' 

The content specialists will review all needed materials for technical 
accuracy. The time of the review must fit into the overall production plan 
J of the specific vocational area, . ' ^ ■ ■ 

150 ' . " 



SECRETARIES FROM Tm CDC AND SECRETARIES FOR THE SUM^fflR 

The secretaries will be responsible for typing all the materials 
for the modules and the teacher handbook. They will work very closely 
with the director of the CDC and the co-directors to insure that the 
secretary workload is evenly dispersed and that office production moves 
at a quality and rapid pace. The secretaries will follow the forinat and 
style established* 



STUDENT ARTISTS 

The student artists will work %^-^.ry closely with the artist from the 

CDC in producing all needed art. work for the modules and the teacher 

I. 

handbook, ^ 

STUDENT PHOTOGMPHERS 

The student photographers will work -Vfiry closely with the media 
specialist from the CDC in producing all ^dlated materials for the 
modules and the teacher handbook. They will produce finished slides 
teady for inclusion in the learning packages. 

EDITORS FOR TH& SUl^ffiR 

The editors for the suOTier. will work very closely with the editor 
from the CT>C in editing all materials for the modules and the teacher 
handbook, ' ' . 
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USE OF FACILITIES 

The summer schedule la as follows ^ ' . 

1. Duration of workshop = June 2-July 31$ 1975 

2. June 2-6 - Intensive workshop U,K, 

3» Jnnm 9-20 - work at hoi^ station with co-director supervision 
4, June 23--27 - intensive workshop U*K, 

....^l^_jH]Gft_3^ulyJL8 w^ ^aype rvigion 



6. July 21-25 - intensive workshop U.K* 

7. July 28-31 = wrap up 

The intensive workshops for the weeks of June 2-6, June 23-27 ^ and 

July 21-25 will be held at the University of ^Kentucky in the Agrieultural 

Scienc e Center North. Rooms will , be used according to the following, plan: 



1. 


Room N-12 ■ 


- All general sessions - 


2. 


Room A-7 - 


Carpentry 


3. 


Room S-221 


- Auto \Body 


4. 


Room N-320 


- Bank Teller . 


5. 


Room N-120 


- Child Care and Pood Production 


6. 


Room S-301 


Dental Assistant, June 2-6 


7. 


Room S-109 


= Dental Assistant, June 23-27, July 21-25 


8. 


Room S-201 


- Cashier-Checker 



In each room will be chairs and tables suitable for writing. 



\ 
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1, The teacher/writers will Receive a stipend of $400. Payment will be 
as follows I 

a. $129 before July 1 

b# *$271 upon complatlon of project as determined by co-dlrectofs 

2* Single rooM have been reserved at the Continental Inn on New Circle 
Road for each participant for the dates of June 1-5, Jtmm 22-26 > and 
July 20-24, They have been reserved under the name of the participant 
or under the name of Bruce Carpenter* 

3# A per day allowance of $29 wlll^be allowed for each participant. This 
.allowance will Include $16 for the room and $13 for 4^od* 

* . The participant wilLp ay, use jd£^ the jo6m^a^^tha.=^ Co 

and foi* all food* No receipts are needed. The $29 allowance will 
then be paid to the participant to cover the expenses » >^ 

5, If the participant does not wish to stay at the Contlhental Innp= ^ 
he/she must contact Bruce Carpenter at least three weeks before the ^ • 
beginning of the workshop* The individual is then responsible for making 
his/hM own reservation. Sixteen dollars will still be allowed for 
lodging. 

6, Travel will be paid at a rate of $*12 pe.r mile for the miles traveled, 
by each participant. The participant must submit the nuD^er of miles 
traveled* . , 

' ■ ■ ? 

7, A commuting participant will be paid for all travel miles and for those 
meals eaten away from home, 

8, The regular university forms for consultants must te used by each 
teacher/writer* One form shciuld be submitted at the; end of each 
intensive workshop to show the total expenses for that particular 
week* A separata form should be submitted at the end of the first 

. intensive workshop showing the stipend of $129, A second form should 
be aubmitted at the end of , the second Intensive workihop showing a stipend 
of $32. A third form should also be submitted at the end of the last 
intensive workshop showing a stipend of $239, feue to the different 
-^^ sources of fundlngr^s^xrdtfferent forms- foT'p^ be^^complatad 
* and signed by each ^eacher7writer. 

Content specialists c^ be paid at a rate of $75 per day, $8 per hour, 
or $4 per objective. Regulations pertaining to travel, food, and lodging 
are the same as for the teacher/writers* Due to separate- funding ^ 
sourcesp university consultant forM must be submitted before June 30 
for those eKpenBes Incurred for content specialists before that time 
and addltlnnal forma for expenses incurred after July 1. Separate 
forms are needed for honorarium and for traveli lodging, and food. 

Note': Refer to the following pages for example forms. 
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College of EduaaHon 



STATEMENT OF EXPENDITURE 
FOR 

CONSULTANTS AND OFFICIAL GUESTS 



^, Uniyarsity of Kentucky 

SqciqI Securify 123-45-6789 
Hama address 1 123 Main Street ^ Morehead, 40351 Phone No, j 987-6543 



Noma I jQtin A, Doe 



InsHtution Repreianfad: Morehead State University 



Dascf Ipti on of Consul fQfloni Attended a workshop to develop co^eteney-based Instructional 
materials* 



Dotes of Consultotjon: 



Fro m June 2, 1975 



To June 6, 1975 



U.K. Department Receiving Goniulting Seryiqe^ Vocational Educatlon/CDC 

Honoraria 

Expanies Claimed: 

Traniportation! . 

Airplane , , , , 

Tram , , , 

Bus , 

Limousina or taxi » , 

Personal Auto (Totol Miles 124 @ I2i^ mile) 

Rental Cor ^ ^ , 

Other (Telephone^ Baggage, tips, parking, eta*) 

Total Transportation / * * . 

t^ging (Nov of Night i 5 ) 

Food ^ 

Per Diem: (Lodgmg and Meals) 

, if 

Total Claimed , . . . 
Slgntrture of Cioiman>, ' 



14.88 



$ 



$. 80.00 
$ 65.00 

$ 



» * i 



$ 159.88 



Note: These forms do not have to be typed. 



Total Approved 
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STATEMENT OF, EXPENDITURE. 

FOR 

CONSULTANTS AND OFFICIAL GUESTS 
Colfege of EducQh-on University of Kenfocky 

Name : jphn A. Doe " Soeiql Security ^- 123-45-6789 

Home oddress i 123 Main Street, Mo rehead, KY 40351 Phone No..- 987-6543 

InsHfurion Representedi Morehead State Unlversitv 

Description of Consulfotion^ Attended a workshop to dev elop competency-based Instructional 
Baterlals, 



Dotes of Consultation: Fro m June 2. 1975 . T o June 6. 1975 

U.K. Department Receiving Consulting Service: Vocational Edueatlon/CDC 

• $ 129.00 



Expenses Claimed i 



Airplcina , , . . . . , . ... . 
Train 

Bus . ^ ^ 

Limousine or fQKi , 

Personal Aufo (Total Miles @ I2^a miie) 

Rental Car . . , . . , , , , ... \ 

Other (Talephone, Baggage, tips, parking, ate.) 

Total Transportation 



t©dging(No. of Nights ) j. 

^ood . . S 

Per Dlemr (Lodging and Meals) j 



. . ■ Total Claimed . j ^gg.OO 

SighQture of Claim-jnt fid'l^ 



Note I Tht!Hc» furiiiH do not hnve to bc^ typed 



1 5f5 Total Approved 
11 



SUGGESTIONS FOR PRODUCTION SEQUENCE 

1. After the modules are sequenced and organlEed in terms of difficulty 
and the taachera Identified^ they should be divided among the module 
writers on an individual basis. The writers should realise that 
they are responsible for completing the modules assigned to them. 

2. All nmterials should be ordered to include coiomercial materials and 
organized by teachernsep Materials should be ordered which the 
teachers have identified* 

3. The first two days of the initial workshop will be used for an 
explanation of the module production handbook and the manual 
production handbook* Thls= time will vary depending on need* 

4. The last three days of the first intensive workshop will he used 

in the actual production of modules by the teachers under the direction 
of the co-directors. One to two modules should be completed by. the 
writers before the end of the Friday session. These modules should 
be left with the co^directors. . 

5. The modules should be edited by the eo-dlrectors and given to the 
secretaries with an explanation for typing- 

6. y Once typed, tlie material should go to the co-directorj^f or additional 

review and-change. After this r 

the secretary for additional typing, 

7. The editor from the CDC should then receive the material. She would * 

then disperse the material to the designated editor or the editor 

> - ■ • .. 

with the smnJlc^t workload. 
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&• After the initial editing, the material ghould go to the sacretaries 
for retyping. 

9, Once retyped, the iiatarlal should be raviewad by the co-directors* The 

material should be reviewed by the content specialist at this time and 

rsturned to the co--diractors . 
10* After this review and retyplrie^ ilnal editing by the editor of the CDC 

should than take place, 
11, After final editings the material should go to the director of. the CDC 

to be taken to duplication* 



12* This production sequence will be ongoing with each new module or group 
of modules p ^ 

13* Materials that need drawings should be reviewed by the co^^ljectora . 

14, Once the decision is made by the co-directors that a drawing is needed * 
it should be taken to the GDC artist* The CDC artist will disperse 
the art work to the designated student artist or to the artist with 
the emallest workload* 

15* Once the art work is completed by the student artist ^ it will be 

reviewed by the artist from the CDCp If approved, the art work will 
be returned to the co--dlrectors who In turn will give the material to 
the secretaries if typing is needed or to the editor from the CDC if 
editing is needed * 



16* Media production should follow the guidelines as specified in the module 
production handbook. ' 

17* A meeting will be held each Monday morning at 8i30 a*m* at the CDC 

Involving at least one co-director (both preferred) , the media specialist, 
artist, and editor from the CDC, the assistant'dlrector, the. competency-^ 
based project director^ and the CDC director* Progress and problems 
win be discussed, 157 
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18. The follovlng tlma tables should be accomplished in order to be ready 
for duplication by August : 

a. June 6 - 1-2 modules coB^lete per teacher. 

b, June 13 - 10% of modules complete 
c* Juns 20 - 22% of modulee complete 
d. June 27 36% of TOdules complete 
e* July 4 - 50% of modules complete 
f, July 11 - 64% of modules complete 
g* July 18 - 85% of modules complete 
h, July 25 ^100% of modules complete 

The writers should realize the time schedule they should follow 

and should know the number of modules they should complete' each week, 

19. Materials slyould be mailed to the co-directors from the teachers on a 
weekly basis- 

20. The co-directors should visit with the writer at home as many times 
as tltDe and energy will allow. 

21. Material for editing wiil go to the editor from the CDC who will then 
disperse the material to the assistant editors, 

22. The toaterial for art work will go to the artist from the CDC who will 
then disperse the material to the student artists, 

23. The request for mediated material will go to the media specialist 

_ -from the CDC who^will in determlne^hlch student^photographer ^ 
fill the request, 

24. The second and third intensive workshops will be primarily for the 
production of materials in a controlled environment. Materials can 
alHit bu rt»vl4»wtMl i\\n\ prolilems Identified iind eliminated. 
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Is, The foilowlng secretarlai assignments will be followeds 

1, Carpentry ^ Annette 

2, Child Care md Foods - Lynn \ 

3, Bank Teller and Cashier Checker - Pam 
4* Tractor Mechanics ^ Lynne 

5. Dental Assistant - Suffimer Secretary 

6, Auto Body - Sumar Secretary 

These assignments will be follcawed as long as production in all areas 
are equal. The co--directors from each area wJTl work directly with 
their, secretary as long as a backlog of materials does not develop* 
When a backlog In any one area develops , the co^directors from that 
area will take the materials to the director of the CDC. He will 
then disperse the materials to other secretaries who will couplete 
the typing. The director o£ the CDC will be responsible for seeing 
that office production runs smoothly and evenly. However, this 
smoothness in office production can only be secured If there is a 
close cbicmimicatlon be^een' cp*?dlrectorss secretaries, and the CDC 
. , director. 

26- If an artist, an editor, or a media specialist has specific work 
to be completed in a certain vocational area, that work will be 
taken to the secretary responsible for that aieai 

27: Letters and other types b will 

/ be handled by the assigned secretary for the susttDere 

28. Letters and other types of coMimlcatlon for the director and assistant 
director of the CDC will be handled by Lynne Frasure, Typing for the 
competency-basod project director will be handled by Pam Campbell, 
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I \ 



PRODUCTiON SEQUENCE 



WRITTEN lUTERIAL 



Teachar 



CDC Editor ^ 



Co-=Director 



Secretary ^ 



=^ Secretary 



Co-Dlrector 



Aasistant Editor — Seeratary 



Secrataify 



CDC Editor 



Duplication ^ 



/ 



Co-^Dlrecftor 



Secretary 



CDC Diraetor 



4 



Co^Dlreetor 



4/' 

Content Specialist 



^ CDC Editor 



CO'-Dlrector 
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PRODUCTION SEQUENCE 
ART mTER^L 



TMCHER 



4/ 

CO-DIRECTOR 



CK^ ^M^'IBT^ 



STO^ ARTIST 



CDC ARTIST 



CO-DIRECTOR 
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PRODUCTION SEQUMCE 
IffiDIATlD MTEELAL/ SLIDE-TAPES 



CO-DIRECTOR 



4^ 

lffiDX4 SPICIALIST 



STUDENT PHOTOGRAPIffiR 



MEDIA SPECIALIST 



CO-DIKICTOR 
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= COMPETENCY EVALUATION 
AND : . ' 
COOTLETION RECORD 

COtffETENCY BASED EDUCATION 



Student Name 



Occupation 



Beginrifiag Date 



Ending Date 



podula 


Objective 
It 


Date 
Started 


\ Date' 
Ended 


Level of 
Achievement 


Rate of 
toTOpletion 


Overall Level 
Of Performance* 


uomments 




















1 














f * - 










































\ 
























































s 






1 


s 














































































i - 














*- 




























i . 




















1 


























• 




/ 
















i 
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Objective 


Date 
Started 


Dat^ 
Ended 


Level of 
Achievement 


Rate of 
Complation 


. ■ .. 

Overall Level 

Of :,pMf AtMnamA J 


Coinnents 














■ 


































=iJ=4 - - 












\ ■ 


- ^_ : _ . - 


1 , ■ 




L 










\ 












( - 


\ 

\ 


J 






, / 












<^ . -/ 


























♦ \ ; . 
















y. 


-I 
1 








. . . 








.-. . / 
















, ■ ■/ 




f 












■■■■ A 












- i _ 




/ 
















^/ ^ 






















. ..." 








,, 


■ / ' . 
















1 
















\ 








■ 1' 






















* 1 









* L = Achieved at level spe^clfied in objective* * 

2 - Exceeded minimum live 1 specified In objective 

3 ^ Did not ^achieve 
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MODULI EVALUATION FORM 
''Kentucky Competency-Based" Vocrtfbhal Education Project 



TITLE of MODULE: 
Module No. 



Jeacher/ Eyal uator 



Check [t/* ] your responses to the^fonowtng nrdule components i 
I^. THE INTRODUCTION: - -j/ery hel pf — Somewhat-heTpf u1 ; — N 

P oorly written! W ell wrtttenj . ' ^ 
Needs these changes : ^ ■ ' ■ ■ " ■ ^ ^ 



if; OBJECTIVES: 



Well stated,j 



Needs these changes: 



Difficult to understand I 



Not related: 



III; LEARNING ACTIVITIES: - . ' ' 

T oo ,easy^ ^ Too difficult; J ust about^rlght 



JToo many; 



J^ot enough J 



Too much knowledge or theory i 



Ataut the right number 
Not enoughi 




^^Reading ^ev'el too hlghi Joo lowi _About/ the right level 



^Activities poorly sequenced; 



Activities lack varletyi dull ; 



^Actlvl ties well sequenced 

_Act1v1 ties' varied and interesting 



^Directions unclear^ confusing! 



_p+rect1ons clearp easily followed 



Joo much skills practice; 



Too little practicei 



About right 



^Practice steps too large i 



Steps t0o\ STnall J 



JToo much time required; 



Module Is very short i 



Joo much teafchen Mlp requlredj 



Teacher not used} 



About the right size 

About right length 

About right 



Jlide-tapfi helpful to learning; 



SI ideV tapes not helpful 



Needs these changes: 
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IV. STUDENT SELF-CHECKS: ■ 

H &lpfuT to studentsr Not very helpful ' 

U sed by studenti ' A voided whenever possible 




INSTRUCTION SHEETS: 
■ Too long, wordyi 



Too shorts ilicQmplatli- About the right length 



Helpful to learning; 



JJot^ very hel^^ul 



Jiot related to objective^; Right /to the point 
Poorly written, difficult to undersMndj Well written 



jContaln Inaccurate Informaitton; 
Jllustratlons^'n^ helpful i 



Generally very accuraia--'^^ 
II liJxt«t1^^ver^-^o^d 



- Needs these changes: 



VL 



VII; 



ERLC 



INSTRUCTOR'S FINAL CHECKLIST: 

T oo many Items, time consumingj _ 
J Some trivial items; ^All items are important 



Too few items; 



About right 



S ome Items difficfilt to evaluate; E asy to evaluate 
/ Items poorly stated; Items well written 



Needs these changesj 



STUDENT REACTION r 

Liked working oh the module; Disliked It very much; Didn't care 



eted most of the learning activities; 



Bypassed activities 



TEACHER'S GENERAL REACTION: . f 

' E xcellent module just as it is. I would use It again, 
Gooi^ but needs some revision. 



Weak; needs a great deal of revision. 



I would not use it until it 1s completely rewritten 
Needs these overall changes* 
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FIELD TEST OiSERVATION RECORD / 

KENTUCKY COMPETENCy-BASED VOCATIONAL EDUCATION PROJECT 



P5^0GRAM 



SCHOOL ■ TEACHER 

DATE OF VISIT PROGRAM MONITOR 



Place a check [ ] on the line In front of the appropriate response^ 



I« Glass activities at time of visit: " ' 

A ll students were working on modular program 

S ome students working on siiodules, some on other aGtlvttles 

(specffy other) 

Class was not working on modules Csneclfy what and wf^) 



11. Teacher activities at time of visit (chack one or more): 

W orking with students individually 
Working with, small groups of students 



^Holding large group demonstration^ discussion, lectura 
J/orking on project or "fltve work" 
^nactive 

"Other (specify) 



III.. Problems reported by teacher during visit: 

* . ' ■ '■ . 
- M anagement of learning materials and resources 
Class organization hnd mahageinent. 



Lack of needed equipment and/or supplies 
n^roblems with administration 
^Deficiencies in learning modules * 
^Problems with supporting media ^ 
_Lack of instructional reference material 
_Poor student motivation j 
^Students having difficulty with subject matter 

teacher feels unprepared for CBE 
teacher feels weak In knowledge of subject matter 
^eacher feels overworked 
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IV, Positive aspects of program reported by tke teacheri ' . 

Students show evidence of learning ^ 
S tudents are Interested, TOtlvated 
V S tudents are working at their own pace 

P rog ram perceived as Improvement on traditional program 

T eacher feels effective , 

O ther Cspeclfi^) ■ \ 



V. Reactions gathered from monitor's cohversatlons with student^: 

Like modular program - \ 

D islike program - . 

D on't care 

T hink they are learning 

N ot learning much . ^ ^ 

D on't know 

VI. General observations by program monitor during visit: 

Students appear busy, working hard 

S tudents mostly busy^ somci apathy - ^i^^. 

A great deal of tlmei^belng wasted 

C onfusion and inefficiency evident 

T eacher not using modules as they were designid 

S tudents not doing activities as they were designed 

T eacher and student activities being carried out well 

F inaV checjcout activities being carefully foil owed 

F inal checkout activities being largely Ignored 

Organization and management problems hampering program. 

F acilities. and resources hampering program 

Other (specify) . ^ ^ 



Imnedlate solutions suggested: 



Long-range solutions suggested: 
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Agenda 

Workshop for Developing Competency Based 
Individualized Materials 

June 2-6, 105 ^ 

Agricultural Science Building ^ Room N^12 



MONDAY, JUNE 2, 1975 

8:45^ 9:15 Registration and Coffee \ 

,9^15 ^ 9:30 Welcome and atroduction . . . 

9*30 ^ 9:45 Overview^ of Competency Based Education 

9U5 - 10:00 TRe V-TECS Process 

10:00 ^ 10:30, The Ins true tlohal Module 

10;30 - 11:00 Break 

' lliOO ^ 11:30 Individualized Inatructloni ^ 

. Ill 30 - 12:00 Overview of the Task ' 

12:00 - li30 Lunch. 

1:30 ^1:45 Organize Objectives 

1:45 ^ 3l00 Group Work Session I 

3:00 - 3:30 Break ' 

3:30 4 4i30 Vfelter's Handbook 



H&pbert Bruae 
Chaple& WadB 
Bmide Carpenter 
Gtgn Far dig 

Martha K&eton 
~^B^a& Carpent0r 

Glen Far dig 



Glen Far dig 



TUESDAY, JUNE 3, 1975 



8:30 - 


9:00 


Review Wrltar^s Handbook 


9:00 - 


10:30 


Group Work Session II 


10:30 - 


- 11:00 


Break ; . 


11:00 - 


- 11:15 


Optional Question Sesalon 


11:15 - 


- 12:00 


■ Group WoTk Session II Continued 


12:00 - 


- 1:30 


Lunch 


1:30 - 


2:30 


Developing Media 


2:30 - 


3:00 


Group Work Session III 


3:00 - 


3:30 


Break 


3:30 - 


3 : 45 


Optional Question Session 


3:A5 - 


4:30 


Group Work Session III Continued 



Glen Fardig 



Tom VantreeBe 



WEDNESDAY J JUNE 4, 1975 



a I 301^9:00 
"9 too - 10:30 
10:30 - 11:00 
11 1 00 - 12 1 00 
12:00 ^1:30 
1:30 - 3:00 
3f00 - 3:30 
3:30 - 3i45 
3i45 - 4:30 



Progress Report 
Group Work Seaalon IV 
Break i 
Instructor -s Manual 
Lunch 

Group Work Session V 
Break 

Optional Question Session- 
Group Work Session V Continued 
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CO-^DireotorB 



Glen Fardig 



TlIimSMY, jmE 5, 1975 . , 

- =^ 8i30— 9i00 , Preparing Illustrations . ' May Gilmom 

9lOO ^ 10*30 Group Work Session VI \ 

X0%30 - lliOO Break ^ , . 

\ HiOO - IlilS Optional Question Session 

ililS ^ WiOO Group Work Seralon VI Continued 

1^:00 - 1:30 Lunch . 

Ii30 ^ 2 1 00 Progress Report CO'DireatorB 

^ 2:00 - 3:00 Group Work Session VII : 

3i00 3:30 Break ^ ^ ^ ; ^^^^ _ . ; ^ _ 

V 3:30 - 4^1^^^ . Group Work Session VII Contin ■ ; 

MmAY, JUNE 6,^75 ; 

8:30 - 9i00 Module .Evaluation ^ Glm Fardig 

9:00 9^30 Management Schedule ' Bruae^ Carpeni&p 

9:30 - 10:30 Group Work Session VIII 

10:30 --11:00 Break ^ - 

ll:pO ^ 12:00' Group Work Session VIII Continued 

12:00 1:30 Lunch . ^ 

' 1:30 - 3:00 Group Work Session VIII Continued 

3100 "- Business Session Bruoe Carpentmr 



All meetings except thie group work sessions will Be held In N**12, Agflcultural 
Science Building, ' ' ' . 

The optional question sessions are designed t a allots specif ic people or; groups 
of people to ask questions delating only to their instructional area« These 
sessions will be held in N--12^ Those individuals ^or groups having no questions 
will continue , In the group work session. . ? 



Agenda 



Workshojp for Developing Competency-'Based 
Individualized Materials 

June 23-27, 1975 
Agricultural Science; Building - Room N-M 



MONDAY, JUp 23, 1975 



■■I. 



9sq0 - 9:15 
9il5 - 9:30 
9:30 - 4i30 



Evaluation of Modulea 
Production Status 
Module Production 



Glen Fardlg 
Bruee Carpenter 
Module Writers 



TUESDAY, JUNE 24, 1975 

8:30 - 4i30 . Module Production 



Module Writers 



^ffiDNESDAY, JUNE 25, 1975 

8i30 - 4i30 , ^^Module Productlori 

THURSDAY, JUNE 26, 1975 

. 8 1 30 4i30 Module Production 



Module Writers 



Module Writers 



FRIDAY ,^ JUNE 27, 1975 

8:30 - 3:00 Module Production 
3*00 - Closing Session 



Module Writers 
Bruce Carpenter 



At 9iOd A*M* Tuesday morning In Room N-12 will be a meeting of the 
co-directors, Bruce Carpenter, and Glen Fardlg. Additional meetings 
be scheduled based on the needs identified at the Tuesday meeting* 

Coffee will be available each morninfl at 8:30. Regular breaks will b 
fconducted with refteshments at 10:30-11:00 A.M. and 3:00-3i30 P,M, 



\ 



Agenda ' ; 

Workahop for Developing Oompetency Based 
todivldualiaed Materials - 

July 21-25, 1975 

Agricultural Science Building Room N-12 



MONDAY^ Jm.Y 21^ 1975 



9i00 - 9:30 
9:30 - 4i30 



Broduction Status 
Module Productiori 



Herbert Bruca 
Jtodule Writera 



TUESDAY p JULY 22 ^ 1975 

8i30 4 130 \ tfodule Production 



todula Writere 



WEDNESDAY, JULY 23, 1975 

'8f30 - 4f30 Module Productlan 



Module Writers 



THURSDAY JULY 24, 1975 

8 1,30 4:30 Module Production 



Module Writers 



FRIDAY, JULY 25, 1975 



8:30 - 3^00 
3:00 ^ 



Module- Production 
Closing Session 



Itodule Writers 
HerBert Bruce . 



At 9:00 a-m* Tuesday TOrning in ^bm N-12 will be a meeting of the 
co--directori^ and Herbert Brufce. AdditiQnaLmeeJtings will be 
^hedulsd based on the needs idientif ied at the Tuesday meeting* 

Coffee will. be available each morning at 8:30, Regular breaks will 
be conducted with refrestoents at 10i30--ll:00 a.m. and 3:00-*3:30 p#^. 
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AGENDA 



Inservice Education Wortohop for field Testing 
Co^etency Based Indlvidyallged Instructional Materiala 



August 14 --15 
Agrleultural. Science Building 



THURSDAY I AUGUST 14th 



9s00 - 


9:10 


, Introduction 


9ao - 


9:30 


' Basic Concepts of Co^etency Based 






Instruction . 


9i30 - 


10:00 


How the Modularized Program Was 






Developed 


10:00 - 


10:20 


Coniponents of a Module 


10:20 - 


10:30 


Break 


10:30 - 


12:00 


Analyze Modules & tostructor's 






Manual -1 


1:00 - 


1:30 


Role of Teachers and Students 


1:30 - 


3:00 


Walk through Module 


3:00 - 


4:00 


Discussion ' . • 



Bruce Ca^entar 

Herbart iyruce \ 

Bruca Cae|ienter 
Thoaas / S^therman 

taachars/ ijo-direitors 

Haddoic/ Iversan 
Kee ton/Hill 



[Questions often asked about QBE] 



raiDAYj AUGUST 15th 



9i00 
-9 1 30 
10:00 
10:30 
11:00^ 
lli30 



9:30 
10:00 
10:30 
11:00 
11:30 
12:00 



Organise Learning Lab 
What To Do Before Students Coroe 
Orienting Students to. CBE 
Daily Management of Instruction 
Slow and Fast Learners 
Record Keeping and Grading 



Hartin/Vantreese 
Cava 

Thralkeld/Kiier 
Briecoa . 
Schrader 
Turner/ Inska 



1:30 - 3:00 



Teachers Duties - Field Test 



Bimce Carpenter 



